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SixTen and Associates

Exhibit A
Mandate Reimbursement Services
KEITH B. PETERSEN, MPA, JD, President Telephone: (858) 514-8605
5252 Balboa Avenue, Suite 807 Fax: (858) 514-8645
San Diego, CA 92117 E-Mail: Kbpsixten@aol.com
RECEIVED
November 7, 2005 NOY 10 2005
COMMISSION ON
STATE MANDATES

Paula Higashi, Executive Director
Commission on State Mandates
980 Ninth Street, Suite 300
Sacramento, CA 95814

Re: Incorrect Reduction Claim of Poway Unified School District
1659/84 Emergency Procedures, Earthquake Procedures, and Disasters

FY 2000-01, 2001-02, and 2002-03

Dear Ms. Higashi:

Enclosed is the original and two copies of the above referenced incorrect reduction

claim for Poway Unified School District.

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

follows:

Randie A. Murrell, Chief Financial Officer
Poway Unified School District

13626 Twin Peaks Road

Poway, CA 92064-3034

Thank-you.

Sincerely,

24

Keith B. Petersen




State of California

COMMISSION ON STATE MANDATES
980 Ninth Street, Suite 300 YR
Sacramento, CA 95814 NG" 1 0 20[}5

(916) 323-3562 COMMISS|
CSM 2 (12/89) STATE MAN%IX %\IS

INCORRECT REDUCTION CLAIM FORM

ClaimNo. 6-4714] ~T-0b

Local Agency or School District Submitting Claim

POWAY UNIFIED SCHOOL DISTRICT

Contact Person Telephone Number

Keith B. Petersen, President Voice: 858-514-8605
SixTen and Associates Fax: 858-514-8645

5252 Balboa Avenue, Suite 807 E-mail: Kbpsixten@aol.com
San Dieqo, CA 92117

Address

Randie A. Murrell, Chief Financial Officer
Poway Unified School District

13626 Twin Peaks Road

Poway, CA 92064-3034

Representative Organization to be Notified Telephone Number

Robert Miyashiro, Consultant, Education Mandated Cost Network Voice: 916-446-7517

c/o School Services of California Fax: 916-446-2011

1121 L Street, Suite 1060 E-mail: robertm@$SSCal.com

Sacramento, CA 95814

This claim alleges an incorrect reduction of a reimbursement claim filed with the State Controller's Office pursuant to
section 17561 of the Government Code. This incorrect reduction claim is filed pursuant to section 17561(b) of the
Government Code. R

CLAIM IDENTIFICATION: Specify Statute or Executive Order

EMERGENCY PROCEDURES, EARTHQUAKES AND DISASTERS  Chapter 1659, Statutes of 1984

Fiscal Year Amount of the Incorrect Reduction
2000-2001 $212,658
2001-2002 $228,805
200%-2003 $296,901
Total Amount $738,364

IMPORTANT: PLEASE SEE INSTRUCTIONS AND FILING REQUIREMENTS FOR COMPLETING AN
INCORRECT REDUCTION CLAIM ON THE REVERSE SIDE.

Name and Title of Authorized Representative Telephone No.
Voice: 858-748-0010 x 2529
Randie A. Murrell, Chief Financial Officer Fax: 858-748-1342

E-Mail: rmurrell@powayusd.com

Signature of Authorized Representative Date

X 7;0/1(1,&/ G Wé“ November .3 _, 2005
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Claim Prepared by:

Keith B. Petersen

SixTen and Associates

5252 Balboa Avenue, Suite 807
San Diego, California 92117
Voice: (858) 514-8605

Fax: (858) 514-8645

/
BEFORE THE
COMMISSION ON STATE MANDATES
STATE OF CALIFORNIA

INCORRECT REDUCTION CLAIM OF: No. CSM

Chapter 1659, Statutes of 1984

Emergency Procedures,
Earthquakes and Disasters

)
)
)
)
)
POWAY UNIFIED )
School District )
) Annual Reimbursement Claims:
Claimant )
) Fiscal Year 2000-01
) Fiscal Year 2001-02
) Fiscal Year 2002-03
)
|

NCORRECT REDUCTION CLAIM FILING
PART I. AUTHORITY FOR THE CLAIM
The Commission on State Mandates has the authority pursuant to Government
Code Section 17551(d) to “ . . . to hear and decide upon a claim by a local agency or
school district, filed on or after January 1, 1985, that the Controller has incorrectly

reduced payments to the local agency or school district pursuant to paragraph (2) of

" subdivision (d) of Section 17561.” Poway Unified School District (hereafter “district” or

“claimant”) is a school district as defined in Government Code Section 17519. Title 2,
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Incorrect Reduction Claim of Poway Unified School District
1659/84 Emergency Procedures, Earthquakes and Disasters

CCR, Section 1185 (a), requires the claimant to file an incorrect reduction claim with
the Commission.

This incorrect reduction claim is timely filed. Title 2, CCR, Section 1185 (b),
requires incorrect reduction claims to be filed no later than three years following the
date of the Controller’s remittance advice notifying the claimant of a reduction. A
Controller's audit report dated August 31, 2005 has been issued and this constitutes a
demand for repayment and is an adjudication of the claims.

There is no alternative dispute resolution process available from the Controller’s
Office. In response to an audit issued March 10, 2004, Foothill-De Anza Community
College attempted to utilize the informal audit review process established by the
Controller to resolve factual disputes. Foothill-De Anza was notified by the Controller’s
legal counsel by letter of July 15, 2004 (attached as Exhibit “A”), that the Controller's
informal audit review process was not available for mandate audits and that the proper
forum was the Commission on State Mandates.

PART Il. SUMMARY OF THE CLAIM

The Controller conducted a field audit of District's annual reimbursement claims
for the costs of complying with the legislatively mandated Chapter 1659, Statutes of
1984, Emergency Procedures, Earthquakes and Disasters program, for the period July
1, 2000 through June 30, 2003. As a result of the audit, the Controller determined that
$738,364 of the claimed costs were unallowable:

/
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1659/84 Emergency Procedures, Earthquakes and Disasters

Fiscal Amount Audit SCO Amount Due

Year Claimed Adjustment Payments <State> District

2000-01 $216,766  $212,658 $145,699 <$141,591>
2001-02 $239,841  $228,805 $163,317 <$152,281>

2002-03 $206901 $296901 $ O $ O

Totals $753,508 $738,364  $309,016  <$293,872>
Since the District has been paid $309,016 for these claims, the audit report concludes
that the amount of $293,872 is payable to the State.

PART lll. PREVIOUS INCORRECT REDUCTION CLAIMS

The District has not filed any previous incorrect reduction claims for this
mandate program. The District is not aware of any other incorrect reduction claims
having been adjudicated on the specific issues or subject matter raised by this incorrect
reduction claim.

PART IV. BASIS FOR REIMBURSEMENT

1. Mandate Legislation

Chapter 1659, Statutes of 1984 added Education Code Sections 35295, 35296,
and 35297 to require school districts and county offices of education to establish a
disaster emergency procedure system for each school site and other facilities in the
district.
/

/
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Incorrect Reduction Claim of Poway Unified School District
1659/84 Emergency Procedures, Earthquakes and Disasters

“ARTICLE 10.5. EARTHQUAKE EMERGENCY PROCEDURES
EDUCATION CODE SECTION 35295
The Legislature finds and declares the following:

(a) Because of the generally acknowledged fact that California will
experience moderate to severe earthquakes in the foreseeable
future, increased efforts to reduce earthquake hazards should be
encouraged and supported.

(b)  In order to minimize loss of life and disruption, it is necessary for all
public or private elementary schools and high schools to develop
school disaster plans and specifically an earthquake emergency
procedure system so that students and staff will act instinctively
and correctly when an earthquake disaster strikes.

(c) It is therefore the intent of the Legislature in enacting this article to
authorize the establishment of earthquake emergency procedure
systems in kindergarten and grades 1 through 12 in all the public
or private schools in California.

EDUCATION CODE SECTION 35296

The governing board of each school district and the county
superintendent of schools of each county shall establish an earthquake
emergency procedure system in every public school building under its
jurisdiction having an occupant capacity of 50 or more pupils or more than one
classroom. The governing board of each private school shall establish an
earthquake emergency procedure system in every private school building under
its jurisdiction having an occupant capacity of 50 or more pupils or more than
one classroom. Governing boards and county superintendents may work with
the Office of Emergency Services and the Seismic Safety Commission to
develop and establish the earthquake emergency procedure systems.

EDUCATION CODE SECTION 35297

The earthquake emergency procedure system shall include, but not be
limited to, all of the following:

(@) A school building disaster plan, ready for implementation at any

4
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Incorrect Reduction Claim of Poway Unified School District
1659/84 Emergency Procedures, Earthquakes and Disasters

(b)

()

(d)

time, for maintaining the safety and care of students and staffs.

A drop procedure. As used in this article, "drop procedure” means
an activity whereby each student 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.

Protective measures to be taken before, during, and following an
earthquake.

A program to ensure that the students and that both the certificated
and classified staff are aware of, and properly trained in, the
earthquake emergency procedure system.”

Chapter 1659, Statutes of 1984, added Education Code Section 40041.5 and

amended Education Code Section 40042, to require school districts and county offices
of education to grant the use of school facilities, grounds, and equipment to public
agencies and the American Red Cross for the purpose of mass care and welfare

shelters during disasters and other emergencies, without cost to those agencies.

Chapter 277, Statutes of 1996 replaced these Sections with new Section 38132.

“EDUCATION CODE SECTION 38132
[As added by Chapter 277, Statutes of 1996, operative January 1, 1998]

Notwithstanding Section 38134, the governing board of any school district
shall grant the use of school buildings, grounds, and equipment to public
agencies, including the American Red Cross, for mass care and welfare shelters
during disasters or other emergencies affecting the public health and welfare.
The governing board shall cooperate with these agencies in furnishing and
maintaining such services as the governing board may deem necessary to meet
the needs of the community.”




Incorrect Reduction Claim of Poway Unified School District
1659/84 Emergency Procedures, Earthquakes and Disasters

Chapter 895, Statutes of 2004 amended Education Code Sections 35295,
35296, and 35297 to limit their application to private schools. The provisions
applicable to public schools were amended into Education Code Section 32282 to
become a part of the Comprehensive School Safety Plan mandate program.

“EDUCATION CODE SECTION 32282

[Added as Section 35294.2. Renumbered and amended per Chapter 828,
Statutes of 2003, and amended by Chapter 895, Statutes of 2004]

(a)  The comprehensive school safety plan shall include, but not be limited to,
both of the following:

(1)  Assessing the current status of school crime committed on school
campuses and at school-related functions.

(2) Identifying 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, which shall include the development of all of the following:
(A)  Child abuse reporting procedures consistent with Article 2.5

(commencing with Section 11164) of Title 1 of Part 4 of the

Penal Code.

(B) Disaster procedures, routine and emergency, including
adaptations for pupils with disabilities in accordance with the

Americans with Disabilities Act of 1990 (42 U.S.C. Sec.

12101 et seq.). The disaster procedures shall also include,

but not be limited to, both of the following:

(i)  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.

6




Incorrect Reduction Claim of Poway Unified School District
1659/84 Emergency Procedures, Earthquakes and Disasters

(1) A drop procedure whereby each pupil and staff
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(©)

(D)
(E)

(F)

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.

() 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.

(ii)  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.

Policies pursuant to subdivision (d) of Section 48915 for

pupils who committed an act listed in subdivision (c) of

Section 48915 and other school-designated serious acts

which would lead to suspension, expulsion, or mandatory

expulsion recommendations pursuant to Article 1

(commencing with Section 48900) of Chapter 6 of Part 27.

Procedures to notify teachers of dangerous pupils pursuant

to Section 49079.

A discrimination and harassment policy consistent with the

prohibition against discrimination contained in Chapter 2

(commencing with Section 200) of Part 1.

The provisions of any schoolwide dress code, pursuant to

Section 35183, that prohibits pupils from wearing

"gang-related apparel," if the school has adopted that type

- of a dress code. For those purposes, the comprehensive

school safety plan shall define "gang-related apparel.”" The
definition shall be limited to apparel that, if worn or
displayed on a school campus, reasonably could be

7
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Incorrect Reduction Claim of Poway Unified School District
1659/84 Emergency Procedures, Earthquakes and Disasters

(b)

(c)

(d)

(e)

(f)

determined to threaten the health and safety of the school
environment. Any schoolwide dress code established
pursuant to this section and Section 35183 shall be
enforced on the school campus and at any
school-sponsored activity by the principal of the school or
the person designated by the principal. For the purposes of
this paragraph, "gang-related apparel" shall not be
considered a protected form of speech pursuant to Section
48950.

(G) Procedures for safe ingress and egress of pupils, parents,
and school employees to and from school.

(H) A safe and orderly environment conducive to learning at the
school.

(H The rules and procedures on school discipline adopted
pursuant to Sections 35291 and 35291.5.

(J)  Hate crime reporting procedures pursuant to Chapter 1.2
(commencing with Section 628) of Title 15 of Part 1 of the
Penal Code.

It is the intent of the Legislature that schools develop comprehensive
school safety plans using existing resources, including the materials and
services of the partnership, pursuant to this chapter. It is also the intent of
the Legislature that schools use the handbook developed and distributed
by the School/Law Enforcement Partnership Program entitled "Safe
Schools: A Planning Guide for Action” in conjunction with developing their
plan for school safety.

Grants to assist schools in implementing their comprehensive school
safety plan shall be made available through the partnership as authorized
by Section 32285.

Each schoolsite council or school safety planning committee in
developing and updating a comprehensive school safety plan shall, where
practical, consult, cooperate, and coordinate with other schoolsite
councils or school safety planning committees.

The comprehensive school safety plan may be evaluated and amended,
as needed, by the school safety planning committee, but shall be
evaluated at least once a year, to ensure that the comprehensive school
safety plan is properly implemented. An updated file of all safety-related
plans and materials shall be readily available for inspection by the public.
The comprehensive school safety plan, as written and updated by the
schoolsite council or school safety planning committee, shall be submitted
for approval under subdivision (a) of Section 32288.”

8
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Incorrect Reduction Claim of Poway Unified School District
1659/84 Emergency Procedures, Earthquakes and Disasters

2. Test Claim

On November 26, 1986, the Los Angeles Unified School District filed a test
claim with the Commission on State Mandates. On July 23, 1987, the Commission
determined that Chapter 1659, Statutes of 1984, Education Code Sections 35295
through 35297, and 40041.5 and 40042, imposed a new program subject to state
reimbursement.

3. Parameters and Guidelines

On March 23, 1989, the Commission adopted parameters and guidelines for this
mandate program. The parameters and guidelines described the reimbursable
activities to include preparing and implementing the emergency procedure system,
including instructing staff in these procedures. On February 28, 1991, the Commission
amended the parameters and guidelines to exclude the time spent by district claséroom
teachers in providing instruction on emergency procedures as a reimbursable activity |
and to allow reimbursement for consultants who provide these services. This is the
version of the parameters and guidelines extant during the fiscal years which are the
subject of this incorrect reduction claim. A copy of the February 28, 1991, pérameters
and guidelines are attached as Exhibit “B.”

On May 29, 2003, the Commission amended the parameters and guidelines to
exclude references to disaster procedure systems other than earthquakes, as well as
inserting boilerplate language which included more specific requirements for source

documentation required in support of the annual claims. These amended parameters
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Incorrect Reduction Claim of Poway Unified School District
1659/84 Emergency Procedures, Earthquakes and Disasters

and guidelines were declared to be retroactively effective for fiscal years 2000-01,
2001-02, and 2002-03. A copy of the May 29, 2003, parameters and guidelines are
attached as Exhibit “C.”

On July 31, 2003, the Commission consolidated the parameters and guidelines
for this mandate with the parameters and guidelines for Comprehensive School Safety
Plans effective beginning with the FY 2003-04 claims. These consolidated parameters
and guidelines were corrected effective September 29, 2003. A copy of the September
29, 2003, parameters and guidelines are attached as Exhibit “D.”

4. Claiming Instructions

The Controller first issued its claiming instructions for this mandate in June
1993. The original claiming instructions were revised in September 1993, October
1995, and October 1996. The claiming instructions, as revised October 1996, are
believed to be the extant version for the purposes and scope of this incorrect reduction
claim, and are believed to be substantially similar to the extant version during the fiscal
years which are the subject of this incorrect reduction claim. A copy of the claiming
instructions, as revised October 1996, is attached as Exhibit “E.”

On August 11, 2003, the Controller issued revised claiming instructions which
incorporated the changes which resulted from, and included a copy of, the May 29,
2003 amendment to the parameters and guidelines, which stated that claims for fiscal
years 2000-01, 2001-02, and 2002-03 were to be filed by December 9, 2003. A copy

of the revised claiming instructions is attached as Exhibit “F.”
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13



10

11

12

13

14

15

16

17

18

19

20

Incorrect Reduction Claim of Poway Unified School District
1659/84 Emergency Procedures, Earthquakes and Disasters

However, since the Controller’s claim forms and instructions have not been
adopted as regulations, they have no force of law, and, therefore, have no effect on the
outcome of this incorrect reduction claim.

PART V. STATE CONTROLLER CLAIM ADJUDICATION

The Controller conducted an audit of District’s annual reimbursement claims for
fiscal years 2000-01, 2001-02, and 2002-03. The audit concluded that 2% of the
District’s costs, as claimed, are allowable. A copy of the August 31, 2005-audit report
is attached as Exhibit “G.”

VI. CLAIMANT’'S RESPONSE TO THE STATE CONTROLLER

By letter dated June 24, 2005, the Controller transmitted a copy of its draft audit
report. By letter dated July 11, 2005, the District objected to the proposed adjustments
set forth in the draft audit report. A copy of District’s letter of July 11, 2005, is attached
as Exhibit “H.” The Controller then issued its final audit report without material change
to the adjustments as stated in the draft audit report.

PART VII. STATEMENT OF THE ISSUES
Finding: Unallowable salary, benefit, and related indirect costs

The Controller’s audit report reports the results of the audit in one omnibus
finding actually applicable to two components: “updating the system” and employee
training. The Controller asserts that the District claimed unallowable employee salary

and benefit costs in the amount of $709,037 in direct costs and $29,327 in related
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Incorrect Reduction Claim of Poway Unified School District
1659/84 Emergency Procedures, Earthquakes and Disasters

indirect costs for the three fiscal years audited. The report concludes that the
“unallowable costs occurred because costs claimed were not supported with adequate
source documentation.” This conclusion is a misrepresentation of the reasons stated
for some of the adjustments which the Controller also, or perhaps alternatively, asserts
are costs unrelated to the scope of the mandate. The Controller asserts that some of
the claimed costs were not “specifically attributable to earthquakes” which is not a
documentation issue.

LEGAL STANDARD OF REVIEW

Audit Standard

The entirety of the findings comprise adjustments which ostensibly result from
what the Controller perceives to be inadequate source documentation. The Controller
does not assert that the claimed costs were excessive or unreasonable, which is the
only statutory mandated cost audit standard (Government Code Section 17561(d) (2)).
It would therefore appear that the entire findings are based upon the wrong standard
for review.

Documentation Standards

The Controller eliminated 98% of the claimed costs based on insufficient
documentation. Which is to say, as far as the Controller is concerned, essentially
none of the documentation prepared in the normal course of implementing the state
mandate was sufficient for mandate cost accounting purposes, and further, that

documentation specifically prepared for mandate reimbursement reporting, was too
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little and too late. All of the reasons stated by the Controller are without legal basis.
The Controller is asserting documentation standards which are not stated in the
pararheters and guidelines and not adopted pursuant to the Administrative Procedure
Act. The Commission on State Mandates, which has appellate jurisdiction for
Controller audits, does not conduct hearings according to technical rules relating to
evidence and witnesses and allows the admission of all relevant evidence (specifically
including declarations) on which responsible persons are accustomed to relying upon
in the conduct of serious affairs (Title 2, California Code of Regulations, Section
1187.5). The Controller cannot establish a standard by audit practice which exceeds
that of the Commission and the courts which have jurisdiction over the audit. If the
Controller wishes to enforce other audit standards for mandated cost reimbursement,
the Controller should comply with the Administrative Procedure Act.

Relevant Parameters and Guidelines

The parameters and guidelines extant for the annual reimbursement claims
which were the subject of the audit were adopted on February 28, 1991. The audit
report relies upon the parameters and guidelines adopted May 29, 2003, which have
more specific documentation and other requirements. Even though the May 29, 2003,
parameters and guidelines apply retroactively to the fiscal years which are the subject
of this audit, the claimants were not on notice of these increased documentation
standards until the parameters and guidelines adopted May 29, 2003, were transmitted

to claimants as part of the claiming instructions dated August 11, 2003. Further,
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neither the Commission nor Controller directed claimants to resubmit claims which had
been previously submitted for these three fiscal years before the new parameters and
guidelines were issued. |

Therefore, to the extent that the documentation requirements of the May 29,
2003, parameters and guidelines are different from those of the February 28, 1991,
parameters and guidelines, the claimants were not on notice of these additional
requirements in time to attempt compliance. Claimants cannot be reasonably expected
to meet requirements for which there has been no notice, and claimants certainly
cannot retroactively change the method of documentation produced in the usual course
of business. Therefore, the parameters and guidelines applicable to the District's
preparation of claims for the fiscal years which are the subject of this audit are the
parameters and guidelines adopted February 28, 1991.
DOCUMENTATION ISSUES

The February 28, 1991, parameters and guidelines state:

“VI. CLAIM PREPARATION

B. A listing to support the following reimbursable items shall be provided:
1. Emergency procedures

a. For those employees whose function is to prepare and
implement emergency plans and to provide instruction,
provide a listing of each employee, describe their function,
their hourly rate of pay and related employee benefit cost
and the number of hours devoted to their function as they
relate to this mandate.”
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Incorrect Reduction Claim of Poway Unified School District
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The District complied with this requirement by providing this information on the forms
provided by the Controller’s claiming instructions for this purpose.

In respect to documentation retention for audits, the parameters and guidelines
adopted February 28, 1991, state:

“VIiI. SUPPORTING DOCUMENTATION

For auditing purposes, all costs claimed may be traceable to source documents
and/or worksheets that show evidence of the validity of such costs. These
documents must be kept on file by the school district submitting the claim for a
period on ne less than three years from the date of the final payment of the claim
pursuant to this mandate, and made available on the request of the State
controller or his agent.”
It is therefore the expectation of the parameters and guidelines that the claimant should
have on file “source documents and/or worksheets” to show the “validity” of the claimed
costs until the Controller pays the claim in full. The Controller has never paid in full any
of the claims which are the subject of the audit, so it would appear that there is no
termination of this responsibility, no matter how irrational this seems, and contrary to
the concept of a statute of limitations for audit and documentation retention. However,
this provision of the parameters and guidelines indicates that the costs “may” be
traceable, which would appear to be a fatal deficiency in drafting which makes any

documentation requirement beyond the Part VI B. “listing” of employees unenforceable.

Source Documents

Notwithstanding whether Part VIl of the parameters and guidelines adopted

February 28, 1991, are enforceable or are defective, the documentation provided by
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the claimant was sufficient to evidence the “validity” of the claimed costs and to trace
the “listing” of employees claimed to the activities performed, and whether the claimed
costs were excessive or unreasonable. Since the Controller does not assert that any of
the costs are excessive or unreasonable, then the issue is whether the costs claimed
can be shown by the documentation to be proper and factual, that is, “valid.”

The Controller variously concludes that the documentation is insufficient
because the documentation did not support “actual” mandate-related costs; in some
cases the documentation was in the form characterized by the Controller as
“declarations”; in some cases the declarations were not prepared contemporaneously;
in some cases the documentation did not identify the day the claimed activity occurred,;
and, in some cases the claimed costs were based on a time study.

ACTUAL COSTS: The costs claimed really existed, and are therefore “actual” costs.
The parameters and guidelines provide no standards for measurement of these costs
and do not disallow time studies, which are an appropriate cost accounting method.
FORM OF REPORTING: The parameters and guidelines provide no standards for
recording and reporting these costs other than the listing of employee costs, which was
satisfied by completion of the Controller’'s forms, and the availability of “source
documents” or “worksheets” for audit. The District provided documentation generated
in the ordinary course of business and the implementation of the mandate (e.g.,
emergency drill agendas and reports), as well as documentation provided specifically

for the claim (e.g., the “declarations”). The February 28, 1991, parameters and
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guidelines do not specify contemporaneous data collection and reporting, and the
“declaration” method is sufficient for the auditor to determine whether the costs are
“valid.”
VALIDITY OF COSTS

The propriety of the claimed costs depends on the scope of activities to be
reimbursed, subject to any cost limitations stated in the parameters and guidelines.
Earthquake and Other Disasters

The Controller asserts that the only reimbursable part of any district disaster
plan is the part relevant to earthquakes, which is to say that the only “disaster’ covered
by the mandate is an earthquake. Earthquakes are indeed the focus of the mandate,
but the legislation and the parameters and guidelines also include other “disasters.”

The parameters and guidelines adopted February 28, 1991, state (emphasis
added):

‘V.  REIMBURSABLE COSTS

A Scope of mandate

School districts shall be reimbursed for the increased costs that
result from their compliance with this mandate incurred in the
establishing emergency procedure systems and providing district
facilities, grounds and equipment to public agencies for mass care
and welfare shelters.

B. Reimbursable activities
NOTE: No reimbursement can be claimed for in-classroom teacher

time spent on the instruction of students on emergency procedure
systems. :
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Otherwise, for each claimant, the following cost categories are
reimbursable:

1. Emergency Procedures
The salaries and related employee benefits of employees
with assigned responsibility to prepare and implement
district emergency and disaster plans and procedures. The
salaries and related employee benefits of non-teacher
district employees, including consultants, directly engaged
in providing instruction to other employees and students of
the district in earthquake and disaster procedures. The cost
incurred by the district of employees attending these
meetings to receive instruction.”
The source of the mandate is the Education Code. Section 35295 states (emphasis
added) that the Legislature finds and declares at subdivision (b) that it is necessary for
schools “to develop school disaster plans and specifically an earthquake emergency
procedure system.” Section 35297 states that the “earthquake emergency procedure
system shall include, but not be limited to, all of the following: (a) A school building
disaster plan, ready for implementation at any time, for maintaining the safety and care
of students and staffs.” While the legislative language certainly concentrates on
earthquakes, it does not exclude planning for other disasters.
SEMS Costs
The Controller, asserts without documentary support, that the Standardized
Emergency Management System (SEMS) “includes all disaster scenarios.” The

Commission on State Mandates can independently make a determination of this issue

from the administrative record for the SEMS test claim in process, that is, whether the
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subject matter of the SEMS process relates to the “school building disaster plan” and
emergency procedures system” contemplated by this mandate. However, even if it is
determined that the SEMS program implementation includes disaster scenarios other
than earthquakes, and even if it is decided to limit reimbursement to earthquake
scenarios only, there remains the practical factual issue and cost accounting task of
determining what portion of the SEMS program is in excess of the mandate, and
indeed, whether the actual implementation is divisible among the various disaster
scenarios, that is, what part of the planning, preparation, and training costs occurs only
for “excess” disaster scenarios, which is a finding not made by the audit.

Training Costs

A three-year total of $645,757 was disallowed for emergency drills, disaster
committee meetings, and school site meetings. This is principally the 1.5 hours or 1.75
hours claimed for each employee per year participating in the disaster drill process.
The Controller does not assert the time claimed is unreasonable for excessive. The
activity occurred and was an appropriate implementation of the mandate, with the
exception of any classroom teacher time claimed which is not reimbursable due to an
artificial cost accounting policy of the Commission construed during the test claim
process and not relevant to the issue of validity. It appears that the District’'s mandate
reimbursement consultant incorrectly included in the District claim the time of some of
classroom teachers for emergency procedure drills. However, the Controller’s audit

report does not specify the amounts applicable for this disallowance reason, so it
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cannot be determined the appropriate amount to be adjusted, exclusive of the
adjustments based solely on documentation.
Statute of Limitations for Audit

This issue is not an audit finding of the Controller. The District asserts that the
FY 2000-01 claim was beyond the statute of limitations for an audit when the Controller
issued its audit report on August 31, 2005.

Chronology of Claim Action Dates

January 8, 2002 FY 2000-01 claim filed by the District
December 31, 2004 FY 2000-01 statute of limitations for audit expires
August 31, 2005 Audit report issued

The District’'s Fiscal Year 2000-01 claim was filed on January 8, 2002. Pursuant
to Government Code Section 17558.5, this claim is subject to audit until December 31,
2004. The audit report is dated August 31, 2005, so the audit was completed after the
statute of limitations date. Therefore, the audit adjustments for FY 2000-01 are barred
by the statute of limitations.

In the audit report, the Controller states: “The district’s Director of Finance
signed and dated the district's FY 2000-01 claim on January 15, 2002 [sic]. We
conducted an audit entrance conference with the district on September 20, 2004, which

is within the statue of limitations. For the audit period, there was no statutory language

defining when the SCO must issue an audit report.” The Controller is in error. The
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claim was signed on January 8, 2002, and the claim was subject to audit by the
Controller no later than two years after the end of the calendar year in which the
reimbursement claim was filed.

Thus, the Controller is asserting that date when the audit was “initiated’ is
relevant to the period of limitations, while also asserting that the date of the audit report
is not relevant to the period of limitations. In any case, a review of the legisiative
history of Government Code Section 17558.5 indicates that the matter of the audit
“initiation” date is not relevant to the FY 2000-01 claim.

Statutory History

Prior to January 1, 1994, no statute specifically governed the statute of
limitations for audits of mandate reimbursement claims. Statutes of 1993, Chapter 906,
Section 2, operative January 1, 1994, added Government Code Section 17558.5 to
establish for the first time a specific statute of limitations for audit of mandate
reimbursement claims:

“(a) A reimbursement claim for actual costs filed by a local agency or school

district pursuant to this chapter is subject to audit by the Controller no later than

four years after the end of the calendar year in which the reimbursement claim is
filed or last amended. However, if no funds are appropriated for the program for
the fiscal year for which the claim is made, the time for the Controller to initiate
an audit shall commence to run from the date of initial payment of the claim.”
Thus, there are two standards. A funded claim is “subject to audit” for four years after

the end of the calendar year in which the claim was filed. An “unfunded” claim must

have its audit “initiated” within four years of first payment.
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Statutes of 1995, Chapter 945, Section 13, operative July 1, 1996, repealed and
replaced Section 17558.5, changing only the period of limitations:

“(a) Areimbursement claim for actual costs filed by a local agency or school
district pursuant to this chapter is subject to audit by the Controller no later than
two years after the end of the calendar year in which the reimbursement claim is
filed or last amended. However, if no funds are appropriated for the program for
the fiscal year for which the claim is made, the time for the Controller to initiate
an audit shall commence to run from the date of initial payment of the claim.”

The annual reimbursement claim for FY 2000-01 was subject to the two-year statute of
limitations established by Chapter 945, Statutes of 1995. Since funds were
appropriated for the program for all the fiscal years which are the subject of the audit,
the alternative measurement date is not applicable, and the potential factual issue of
when the audit is initiated is not relevant.

Statutes of 2002, Chapter 11 28, Section 1 4.5, operative January 1, 2003
amended Section 17558.5 to state:

“(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 end-of- the-catendar-yearin-which
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 toa
claimant for the program for the fiscal year for which the claim is made filed, the
time for the Controller to initiate an audit shall commence to run from the date of
initial payment of the claim.”

The annual reimbursement claims for FY 2001-02 and FY 2002-03 were subject to the
three-year statute of limitations established by Chapter 1128, Statutes of 2002. The
amendment is pertinent since it indicates this is the first time that the factual issue of

the date the audit is “initiated” for mandate programs for which funds are appropriated
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is introduced. This also means that, at the time the claim is filed, it is impossible for the
claimant to know when the statute of limitations will expire, which is contrary to the
purpose of a statute of limitations.

Statutes of 2004, Chapter 890, Section 18, operative January 1, 2005 amended
Section 17558.5 to state:

“(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.”

None of the fiscal period claims which are the subject of the audit are subject to this
amended version of Section 17558.5. The amendment is pertinent since it indicates
this is the first time that the Controller audits may be completed at a time other than the

stated period of limitations.

Initiation of the Audit

The audit report states that the Controller’s staff “initiated the audit” with the
entrance conference on September 20, 2004. The words “initiate an audit” are used
only in the second sentence of Section 17558.5, that is, in a situation when no funds
are appropriated for the program for the fiscal year for which the claim is made. Then,
and only then, is the Controller authorized to “initiate an audit” within two years from the

date of initial payment. The claim at issue here was not subject to the “no funds
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appropriated” provision, the claim was subject only to the first sentence of the statute,
i.e., the claim was only “subject to audit’ through December 2004. The words of the
statute are quite clear and unambiguous: this claim is no longer subject to audit after
December 31, 2004. The unmistakable language of Section 17558.5 is confirmed by
the later actions of the Legislature. Chapter 1128, Statutes of 2002, amended
subdivision (a) of Government Code Section 17558.5 to change the “subject to audit’
language of the first sentence to “subject to the initiation of an audit.” Had the
Legislature intended the former Section to mean “subject to the initiation of an audit,”
there would have been no need to amend the statute to later say “subject to the
initiation of an audit.”

Completion of the Audit

The Controlier asserts that the absence of statutory language regarding the
issuance of the final audit report is relevant. The annual claims are “subject to audit”
until the audit is completed. The audit report is the document which completes the
audit. If the audit report does not complete the audit, then the audit report is not a
legally enforceable notice of findings or demand for payment, and there is no other
document prior to the audit report which adjudicates the resuits of the audit.

The Controller did not complete the audit within the statutory period allowed for
the first fiscal year claim included in this audit. The date the audit was “initiated” is not
relevant, only the date the audit was completed as evidenced by the Controller’s audit

report. The audit findings are therefore void for the FY 2000-01 claim.
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PART VIll. RELIEF REQUESTED

The District filed its annual reimbursement claims within the time limits
prescribed by the Government Code. The amounts claimed by the District for
reimbursement of the costs of implementing the program imposed by Chapter 1659,
Statutes of 1984, Emergency Procedures, Earthquakes and Disasters, represent the
actual costs incurred by the District to carry out this program. These costs were
properly claimed pursuant to the Commission’s parameters and guidelines.
Reimbursement of these costs is required under Article XIlIB, Section 6 of the
California Constitution. The Controller denied reimbursement without any basis in law
or fact. The District has met its burden of going forward on this claim by complying with
the requirements of Section 1185, Title 2, California Code of Regulations. Because the
Controller has enforced and is seeking to enforce these adjustments without benefit of
statute or regulation, the burden of proof is now upon the Controller to establish a legal
basis for its actions.

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

/

/
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PART IX. CERTIFICATION
By my signature below, | hereby declare, under penalty of perjury under the laws
of the State of California, that the information in this incorrect reduction claim
submission is true and complete to the best of my own knowledge or information or

belief, and that the attached documents are true and correct copies of documents
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received the state agency which originated the document.

Executed on November 3 , 2005 at Poway, California, by

Randie A. Murrell, Chief Financial Officer

Poway Unified School District

13626 Twin Peaks Road

Poway, CA 92064-3034

Voice: 858-748-0010 ext. 2529 Fax: 858-748-1342
E-Mail: rmurrell@powayusd.com

APPOINTMENT OF REPRESENTATIVE

Poway Unified School District appoints Keith B. Petersen, SixTen and
Associates, as its representative for this incorrect reduction claim.

?amdu, . M d L [{—3-05
Rahdie A. Murrell, Chief Financial Officer Date
Poway Unified School District

Attachments:

Exhibit “A” Controller's Legal Counsel Letter dated July 15, 2004
Exhibit “B” Parameters and Guidelines dated February 28, 1991
Exhibit “C” Parameters and Guidelines dated May 29, 2003

Exhibit “‘D” Parameters and Guidelines dated September 29, 2003
Exhibit “E” Controller’'s Claiming Instructions revised October 1996
Exhibit “F” Controller's Claiming Instructions revised August 11, 2003
Exhibit “G” Controller's Audit Report dated August 31, 2005

Exhibit “H” District’s Letter dated July 11, 2005
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California State Controller
July 15, 2004
Mike Brandy, Vice Chancellor
Foothill-De Anza Community College District

12345 El Monte Road
Los Altos, CA 94022

Re:  Foothill-De Anza Community College District Audit
Dear Mr. Brandy:

This is in response to your letter to me dated May 13, 2004 concerning the Controller’s
Audit of the Health Fee claim.

The Controller’s informal audit review process was established to resolve factual disputes
where no other forum for resolution, other than a judicial proceeding, is available.

The proper forum for resolving issues involving mandated cost programs is through the
incorrect reduction process through the Commission on State Mandates. As such, this
office will not be schedulmg an informal conference for this matter.

However, in light of the concerns expressed in your letter concerning the auditors
assigned and the validity of the ﬁndmgs I'am forwarding your letter to Vince Brown,

Chief Operatmg Officer, for his review and response.

If you have any questions you may contact Mr. Vince Brown at (916) 445-2038.

< A
Chief Counel

RIC/st

cc:  Vincent P. Brown, Chief Operating Officer, State Controller’s Office
Jeff Brownfield, Chief, Division of Audits, State Controller’s Office

N0 Canitnl Mall Snite 1850 .Qar‘.rm;np,nfn A Q&l'!l & P Roy 947850 Qacramenta CA 04’750
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COMMISSION ON STATE MANDATES | = ‘ - \

1474 K Street, Sulte315.
SACRAMENTO,CA 95814

""""""" "ROBERT W. “ETCH ~\;j7fi¥i'j?f**v
, Executlve D:Lrector :

'RWE cm/0543b
Attachment

fu baye HE -'%h’zm@ei:ﬁers'en“ ‘San"ff'.cD?i}ego';mnifiedr:faschooiL:.z:'Di:strict».“
Mr.. Jim Apps, ‘Department of Finance = . . e
Mr. Glen Beatle, ‘State Controller’s office N
" Ms. Cathy A, Neff, Attorney General”’s Office
. 'Ms. ‘Reina Forrest, Legislative Analyst’s Offlce
CUMEL Robert Agee, Department of Education .
" Mr.. Rlchard Andrews, - office of - “Emergency Servwes
Lo Ms. Carol Miller, Education Mandated Cost Network
Mr. Richard Knott, San Diego Unified School District
Ms. Maria ochoa, Leglslatlve Aide to
Assembly Member Roybal—Allard
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Adopted: 3/23/8. ' .-
Amended: 2/28/91
WP 0469b

1.

II.

ITI.

Iv.

"PARAMETERS. AND GUIDELINES
Chapter 1659, Statutes of 1984

Emergency Procedures, Earthgquake and Disasters

SUMMARY OF MANDATE

Chapter 1659, Statutes of 1984, added Article 10.5
(sections 35295, 35296, and 35297) to Chapter 2 of

part 21 of the Education Code which requires the
governing body of each school district or private school
and the county superintendent of schools of each county
to establish an earthquake emergency procedure in each

- school building under its jurisdiction.

Chapter 1659, Statutes of 1984, added section 40041.5 to
the Education Code and amended section 40042 of the
Education Code to require that the governing board of any
school districts shall grant the use of school buildings,
grounds and equipment to public agencies, "including the
American Red Cross," for mass care and welfare shelters
during disasters or other emergencies affecting the _
public health and.welfare, and eliminated the authority
of the school districts to recover direct costs from the
public agencies for the use of school facilities during

local emergencies.

COMMISSION ON STATE MANDATES DECISION

The Commission on State Mandates, at its July 23, 1987,
hearing determined that a reimbursable mandate exists in

Chapter 1659, Statutes of 1984. ‘

ELIGIBLE CLAIMANTS

All school districts that incur increased costs as a
result of this mandate are eligible to claim
reimbursement of, those costs.

PERIOD OF REIMBURSEMENT

Chapter 1659, Statutes of 1984, became effective January
1, 1985. Section 17557 of the Government Code states
that a test claim must be submitted on or before November
30 following a given fiscal year to establish eligibility
for reimbursement for that fiscal year. The test claim
for this mandate was filed on November 26, 1986.
Therefore, costs incurred.on or after July 1, 1985, are
eligible for reimbursement.

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 section 17561(d) (3) of the Government Code, all claims
for reimbursement of costs shall be submitted within 120
days of notification by the State Controller of enactment

of the claims bill.

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

MBUﬁSABLE COSTS

A. Scope of mandate

School Districts shall be reimbursed for the
.. 1ncreased costs that result from thelr compllance

grounds and equipment to public agencies for mass
care and welfare shelters.

" B. Reimbursable activities

NOTE: No reimbursement can be claimed for
in-classroom teacher time spent on the instruction
of students on emergency procedure systems.

Otherwise, for each claimant, the following cost
categories are reimbursable:

1. Emergency Procedures:

a. The salaries and related employee benefits
of employees with assigned responsibility™
to prepare and implement district
emergency and disaster plans and
procedures. The salaries and related
employee benefits of non-teacher district
employees, including consultants, directly
engaged in providing instruction to other
employees and students of the district in
earthquake and disaster procedures. The
cost incurred by the district of employees
attending these meetings to receive
instruction.

The reimbursable costs incurred by
non-teacher personnel in providing
instruction to students shall be limited
to the scope of the mandate as_, stated in
EC section. 35297 which is described as the
instruction of students in the elements of
the School Building Master Plan by
personnel specifically assigned to this
task. This includes, but is not limited
to, drop procedures, and protective
measures t3%e taken before, during, and

- /7



after an earthquake; the preparation and
dissemination to students of standard
lesson plans on a district-wide basis; and
the preparation of a standard testing
program to ensure that students are
properly trained.

Assistance in developing an Emergency
Procedures System is available to school
districts from the California State Office
of Emergency Services and the Seismic
Safety Commission.

Printing, postage, and supply costs
incurred by the district directly related

~ to the establishment of an emergency

procedure systemn.

~Mass Care And Welfare Shelters:

All costs relating to the use of school
facilities, grounds and equipment by public
agencies for Mass Care and Welfare Shelters.
These costs include but are not limited to the

following:

a.

Salaries and related emplovee benefits of
district employees assigned to facility
supervision and security for the purpose
of opening and closing the facility or
portions of the facilities and to provide
security at the facility during the period
of the emergency.

Salaries and related employees benefits of
district custodial employees to maintain
and clean-up district facilities during
the emergency or after for the purpose of
making the facility ready for normal
operation. ’

Utility cost incurred by the district .
directly related to the usage of district
facilities for Mass Care and Welfare
Shelters. '

VI. C REPARATION

Each claim must be filed in a timely manner in
atcordance with Section 7560 of the Government

A.

Code.

Attach a statement showing the actual

increased costs incurred to comply with the mandate
which summarizes these costs as follows:

36
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Emergency procedures

‘Salaries

Employee benefits
Printing, postage and supplies

Other

Mass

Care and Welfare Shelters

Salaries

Employee benefit

Utilities

Other

A listing to support the following reimbursable
items shall be provided: :

1'

2.

Emergency procedures

a.

Mass

For those employees whose function is to
prepare and implement emergency plans and
to provide instruction, provide a listing

-of each employee, describe their function,

their hourly rate of pay and related
employee benefit cost and the number of
hours devoted to their function as they
relate to this mandate.

Care and Welfére Shelters

Provide a listing of employees assigned to
supervision of facility or security, their
hourly rate of pay, related employee
benefit cost, reimbursable hours devoted
to this mandate, function of employee, and
total cost of each employee.

Provide a listing of custodial employees
assigned for preparation and cleanup,
their hourly rate of pay, related employee
benefit cost, reimbursable hours devoted
to this mandate, total cost of each
employee. o

Allowable indirect support costs.

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

VIII.

IX.

Consultant Services

The reimbursable costs for consultant’s providing
instruction to students shall be limited to the scope of
the mandate as stated in EC section 35297 which is
described as the instruction of students in the elements
of the School Building Master Plan. This includes, but
is not limited to, drop procedures, and protective
measures to be taken before, during, and after an
earthquake; the preparation and dissemination to students
of standard lesson plans on a district-wide basis; and
the preparation of a standard testing program to ensure

that students are properly trained.

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 maximunm
reimbursable fee for contracted services shall not exceed
the salaries and wages, including benefits, that would be
paid to a school district’s employee performing the same
services. Reasonable expenses will also be paid as
identified on the monthly billings of consultants.
However, travel expenses for consultants hired by the
claimant shall not be reimbursed in an amount higher that

that received by State employees.

SUPPORTING DATA

For auditing purposes, all costs claimed may be traceable
to source documents and/or worksheets that show evidence
of the validity of such costs. These documents must be

kept on file by the school district submitting the claim
for a period of no less than three years from the date of
the final payment of the claim pursuant to this mandate,

and made available on the request of the State controller

or his agent.

OFFSETTING SAVINGS AND OTHER REIMBURSEMENTS

Any offsetting savings the claimant experiences as a
direct result of this statute must be deducted from the
costs claimed. In addition, reimbursement for this
mandate received from any source, e.qg., federal, state,
etc., shall be identified and deducted from this claim.

REQUIRED CERTIFICATION

An authorized representative of the claimant will be
required to provide a certification of claim, as
specified in the State Controller’s claiming
instructions, for those costs mandated by the state

contained herein.
0 VY4




39

Exhibit C




Adopted: March 23, 1989
Amended: February 28, 1991
Amended: May 29, 2003

PARAMETERS AND GUIDELINES AMENDMENT

Education Code Sections 35295, 35296, 35297, 40041.5 and 40042
Statutes of 1984, Chapter 1659

Emergency Procedures, Earthquake Procedures, and Disasters
. Effective For Reimbursement Claims Filed Through 2002-2003 Fiscal Year

L SUMMARY OF THE MANDATE

Statutes 1984, chapter 1659 added Article 10.5 (sections 35295, 35296, and 35297) to Chapter 2
of part 21 of the Education Code which requires the governing body of each school district or
private school and the county supermtendent of schools of each county to establish an earthquake
emergency procedure system in each school building under its jurisdiction.

Statutes 1984, chapter 1659 added section 40041.5 to the Education Code and amended section
40042 of the Education Code to require that the governing board of any school districts shall
grant the use of school buildings, grounds and equipment to public agencies, "including the
American Red Cross," for mass care and welfare shelters during disasters or other emergencies
affecting the public health and welfare, and eliminated the authority of the school districts to
recover direct costs from the public agencies for the use of school facilities during local
emergencies.

On July 23, 1987, the Commission on State Mandates (Commission) found that Education Code
sections 35295, 35296, and 35297 constitute a reimbursable state-mandated program upon

school districts and county offices of education within the meaning of article XIII B, section 6 of
the California Constitution and Government Code section 17514.

L 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.

III. PERIOD OF REIMBURSMENT

Government Code section 17557, prior to its amendment by Statutes 1998, chapter 681, stated
that a test claim must be submitted on or before December 31 following a given fiscal year to

establish eligibility for reimbursement for that fiscal year. The test claim for this mandate was
filed on November 26, 1986. Statutes 1984, chapter 1659, became effective January 1, 1985.

Therefore, costs incurred on or after July 1, 1985, are eligible for reimbursement.

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
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Code section 17561, subdivision (d)(3), all claims for reimbursement of initial years’ costs shall
be submitted within 120 days of the issuance of the State Controller’s claiming instructions.

Section 1183.2(c) of the Commission’s regulations state that a parameters and guidelines
amendment filed after the initial claiming deadline must be submitted on or before January 15
following a fiscal year in order to establish eligibility for reimbursement for that fiscal year. The
SCO filed this request to amend the parameters and guidelines on September 19, 2001.
Therefore, these amendments will apply to claims filed in fiscal year 2000-2001 through
2002-2003. Reimbursement claims (including estimated claims) filed for fiscal years 2003-2004
and beyond must be filed under the combined set of parameters and guidelines for
Comprehensive School Safety Plans and Emergency Procedures, Earthquake Procedures, and
Disasters. '

For initial claims and annual claims filed prior to September 30, 2002, including amendments
thereof, if the total costs for a given fiscal year do not exceed $200, no reimbursement shall be
allowed except as otherwise allowed by Government Code section 17564. For initial claims and
annual claims filed on or after September 30, 2002, 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 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:
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A. Earthquake Emergency Procedure System
1. One-Time Activities

a. Developing and establishiﬁg a district earthquake emergency procedure system that
shall include all of the following:

* A school building disaster plan, ready for implementation at any time, for
maintaining the safety and care of students and staffs.

e A drop procedure.'
* Protective measures to be taken before, during, and following an earthquake.

* A program to ensure that the students and that both the certificated and classified
staff are aware of, and properly trained in, the earthquake emergency procedure
system. (Ed. Code, §35297.)

2. On-Going Activities

a. Updating the district earthquake emergency procedure system as to those activities
identified in 1.a. above, including the training program.

b. Employees reviewing the requirements of the Earthquake Emergency Procedure
System program and attending training meetings to receive instruction. '

c. Employees preparing to conduct training sessions. However, in-classroom teacher
time spent on the instruction of students on the earthquake emergency procedure
system is not reimbursable.

B. Mass Care And Welfare Shelters ~ Earthquake And Other Disasters
1. On Going Activities

a. Secure and supervise facilities for the purpose of opening and closing the facility or
portions of the facilities and to provide security at the facility during the period of the
emergency. '

b.  Maintain and clean-up district facilities during the emergency or after for the purpose
of making the facility ready for normal operation.

¢. Utility cost incurred by the district directly related to the usage of district facilities
for Mass Care and Welfare Shelters.

' As used in this article, “drop procedure” means an activity whereby each student 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 orice a semester in secondary schools.
(Ed. Code, § 35297.)
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V. CLAIM PREPARATION AND SUBMISSION

Each claim for reimbursement pursuant to this mandate must be timely filed and identify each of
the following cost elements to each reimbursable activity identified in Section IV of this
document. :

A. Direct Cost Reporting

Direct costs are those costs incurred specifically for the reimbursable activities. Direct costs that
are eligible for reirhbursement 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 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 7

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.
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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.

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 ori ginating 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) nonrestrictive indirect cost rate
provisionally approved by the California Department of Education.

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

VL. RECORD RETENTION

Pursuant to Government Code section 17558.5, subdivision (a), a reimbursement claim for actual
costs filed by a local agency or school district pursuant to this chapter is subject to the initiation
of an audit by the Controller no later than three years after the date that the actual reimbursement
claim is filed or last amended, whichever is later. However, if no funds are appropriated or no
payment is made to a claimant for the program for the fiscal year for which the claim is filed, the
time for the Controller to initiate an audit shall commence to run from the date of initial payment
of the claim. 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.
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VII. OFFSETTING SAVINGS AND REIMBURSEMENTS

Any offsetting savings the claimant experiences in the same program as a result of the same

- statutes or executive orders found to contain the mandate shall be deducted from the costs
claimed. In addition, 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.

VIIIL. 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. Ifthe
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 (a), and California Code of Regulations, title 2, section 1183.2.
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STATE OF CALIFORNIA ' il GRAY DAVIS, Governor

COMMISSION ON STATE MANDATES

980 NINTH STREET, SUITE 300
SACRAMENTO, CA 95814
PHONE: (916) 323-3562

FAX: (916) 445-0278

E-mail: csminfo@csm.ca.gov

September 29, 2003

Mr. Michael Havey Mr. Art Palkowitz

State Controller’s Office Legislative Mandates Specialist
Division of Accounting and Reporting San Diego Unified School District
3301 C Street, Suite 500 ~ 4100 Normal Street, Room 3159
Sacramento, CA 95814 San Diego, CA 92103

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

RE: Technical Correction - Consolidated Parameters and Guidelines
Emergency Procedures, Earthquake Procedures, and Disasters, 01-PGA-01
Statutes 1984, Chapter 1659
Education Code Sections 35295, 35296, 35297, 40041.5 and 40042
and
Comprehensive School Safety Plans, 98-TC-01/99-TC-10
Statutes 1997, Chapter 736 and Statutes 1999, Chapter 996
Education Code Sections 35294.1, 35294.2, 35294.6, and 35294.8

Dear Mr. Havey and Mr. Palkowitz:

Enclosed is a revised set of consolidated parameters and guidelines for the above-named
programs. Technical corrections were made to renumber Section B. 2. a. iv. — Vil

Please contact Nancy Patton at (916) 323-8217 with questions.
Sincerely,

Sk

PAULA HIGASHI
Executive Director

Enclosure

j:/mandates2001/01PGAO1/consolidate/erratatrans
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CONSOLIDATED PARAMETERS AND GUIDELINES

Statutes 1984, Chapter 1659
Education Code Sections 35295, 35296, 35297, 40041.5 and 40042

Emergency Procedures, Earthquake Procedures, and Disasters
AND

Statutes 1997, Chapter 736
Statutes 1999, Chapter 996
Education Code Sections 35294.1, 35294.2, 35294.6, and 35294.8

Comprehensive School Safety Plans

Consolidated Parameters and Guidelines for Reimbursement Claims filed Beginning
with the 2003-2004 Fiscal Year

L SUMMARY OF THE MANDATE

Emergency Procedures, Eafthguake Procedures, and Disasters

Statutes 1984, chapter 1659 added Article 10.5 (sections 35295, 35296, and 35297) to
Chapter 2 of part 21 of the Education Code which requires the governing body of each
school district or private school and the county superintendent of schools of each county
to establish an earthquake,emergency procedure system in each school building-under its
jurisdiction.

Statutes 1984, chapter 1659 added section 40041.5 to the Education Code and amended
section 40042 of the Education Code to require that the governing board of any school
district shall grant the use of school buildings, grounds and equipment to public agencies,
"including the American Red Cross," for mass care and welfare shelters during disasters
or other emergencies affecting the public health and welfare, and eliminated the authority
of the school districts to recover direct costs from the public agencies for the use of
school facilities during local emergencies.

On July 23, 1987, the Commission on State Mandates (Commission) found that
Education Code sections 35295, 35296, and 35297 constitute a reimbursable state-
mandated program upon school districts and county offices of education within the
meaning of article XIII B, section 6 of the California Constitution and Government Code
section 17514.

Comprehensive School Safety Plans

The test claim legislation (Statutes 1997, chapter 736 and Stafutes 1999 chapter 996)
enacted the Comprehensive School Safety Plans program that requires each school
district and county office of education to develop and adopt comprehensive school safety
plans that are relevant to the safety needs of each school.
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On July 30, 2002, the Commission approved amendments to the statement of decision
adopted on August 23, 2001, for “Comprehensive School Safety Plans” (99-TC-10
amended by

98-TC-01). The Commission found that Education Code sections 35294.1, 35294.2,
39294.6, and 35294.8 constitute a reimbursable new program or higher level of service
and imposes costs mandated by the state within the meaning of article XIII B, section 6
of the California Constitution and Government Code section 17514.

IL 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.

IIl. PERIOD OF REIMBURSMENT

This consolidated set of parameters and guidelines is operative for reimbursement claims
(including estimated claims) filed for fiscal years 2003-2004 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 relmbursement 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 costs were 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 onty 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 school district and county office of education, the following activities

are reimbursable:

A. Emereency Procedures, Earthquake Procedures, and Disasters

1. Earthquake Emergency Procedure System

a. One-Time Activities

i

il.

iii.

iv,

Developing and establishing a district earthquake emergency
procedure system that shall include all of the following:

A school building disaster plan, ready for implementation at any
time, for maintaining the safety and care of students and staffs.

A drop procedure.!

Protective measures to be taken before, during, and following an
earthquake.

A program to ensure that the students and that both the certificated |

and classified staff are aware of, and properly trained in, the
earthquake emergency procedure system.

(Bd. Code, §35297.)
b. On-Going Activities

i.

i.

iii.

Updating the district earthquake emergency procedure system as to
those
activities identified in 1.a. above, including the training program.

Employees reviewing the requirements of the Earthquake
Emergency Procedure System program and attending training
‘meetings to receive instruction..

Employees preparing to conduct training sessions. However, in-
classroom teacher time spent on the instruction of students on the
earthquake emergency procedure system is not reimbursable.

2. Mass Care And Welfare Shelters — Earthquake And Other Disasters
a. On-Going Activities

1.

Secure and supervise facilities for the purpose of opening and
closing the facility or portions of the facilities and to provide
security at the facility during the period of the emergency.

! As used in this article, “drop procedure” means an activity whereby each student
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. (Ed. Code, § 35297.)

3
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ii. Maintain and clean-up district facilities during the emergency or
after for the purpose of making the facility ready for normal
operation.

fii. . Utility cqstl incurred by the district directly related to the usage of
district facilities for Mass Care and Welfare Shelters.

B. Comprehensive School Safety Plans

1. One-Time Activities

a.

Review Existing Plan

1. Review the safety plan in existence on December 31, 1997, to
determine if it satisfies the requirements of Education Code section
35294.9.

Comprehensive School Safety Plans

Schools satisfying Education Code sections 35294.1, subdivision (d)
(small school district if it develops a district-wide plan applicable to each
school site) and/or 35294.9 (schools with pre-existing compliant plans) 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, §35294.1,
subds. (a) & (b)).

ii. Consult in writing with a law enforcement agency when writing
and developing the plan (Bd. Code, § 34294.1, subd. (b)(3)).

ii. Consult, cooperate and coordinate with other school sites, if
practical, in developing a school safety plan (Ed. Code, § 35294.2,
subd. (d)).

iv. Assess the current status of school crime committed on school

campuses and at school-related functions (Ed. Code, §35294.2,
subd. (a)(1)).

V. Identify appropriate strateg1es 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, §35294.2, subd (a)(2)). Any activities already
reimbursed under School Crimes Reporting 1T (97-TC-03), shall
not be reimbursed under Comprehensive School Safety Plans.

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. '

(b)  Routine and emergency disaster procedures.
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(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 under Suspensions, Expulsions, and
Expulsion Appeals (Statutes 1975, chapter 1253).

(d)  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.

()  Procedures for safe ingress and egress of pupils, parents
and school employees to and from school.

® Procedures for a safe and orderly environment conducive to
learning at the school.

(Ed. Code, §35294.2, subd. (a)(2).)

Vii.

Integrate existing policies and procedures on sexual harassment,
emergency disasters, dress code, notification to teachers of
dangerous-‘pupils, and school discipline into the school safety plan.

c. Adoptlon of the Initial Plan

1.

ii.

iil.

Before adopting its.comprehensive school safety plan, the
schoolsite council or school safety planning committee holding a
public meeting at the school site to allow members of the public
the opportunity to express an opinion about the school safety plan
(Ed. Code, §35294.8, subd. (b)). Any activities already reimbursed
under the Open Meetings Act (Statutes 1986, chapter 641) shall not
be reimbursed under Comprehensive School Safety Plans.

Adoption by the school of a comprehensive school safety plan by

- March 1, 2000. (Ed. Code, §35294.6, subd. (a))

In order to ensure compliance with this article, submission by each
school of its comprehensive school safety plan to the school
district or county office of education for approval (Ed. Code
§35294.2, subd ® and §35294.8, subd. (a)).

2 This statute was amended by Statutes 2002, chapter 91 to require schools that begin
offering classes after March 1, 2001, to adopt comprehensive school safety plans within
one year of initiating operation of the school, and to update their plans annually by
March 1. This amendment is the subject of a new test claim Comprehensive School
Safety Plans II (02-TC-35), filed on June 23, 2003,
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2. On-Going Activities
a. Update the Plan

i. No less than once per year, evaluate and amend, as needed, the
comprehensive school safety plan by the school safety planning
committee to ensure the plan is properly implemented (Ed. Code,
§35294.2, subd. (g)).

il. On or before March 1 of each year, review and update of the plan
(Ed. Code, §35294.6, subd. (a)).

1ii. Consult, cooperate and coordinate with other school sites, if’
practical, in updating the safety plan (Ed. Code, §35294.2, subd.
(d)).

ividi  Beginning in July 2000, and 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, §35294.6, 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). :

Vit Submit the updated plan to the school district or county office of
education (Ed. Code, §35294.2, subd. (f) and §35294.8, subd. (c)).

vi.iv:  Onor 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, §35294.8, subd. (c)).

vii.= Each school district shall make available an updated file of all
- safety-related plans and materials for public inspection (Ed. Code,
§35294.2, subd. (¢€)). ’ '

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.
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.
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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 afier 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. The cost
of contracting with consultants to develop the school safety plans is not eligible
for reimbursement.

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 necessary to 1mplement 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

a. Emergency Procedures, Earthquake Procedures, and Disasters

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.
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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. Comprehensive School Safety Plans

Training is not eligible for reimbursement under this program.
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) nonrestrictive indirect
cost rate provisionally approved by the California Department of Education.

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

VL. RECORD RETENTION -

Pursuant to Government Code section 17558.5, subdivision (a), a reimbursement claim
for actual costs filed by a local-agency or school district pursuant to this chapter” is
subject to the initiation of an audit by the Controller no later than three years after the
date that the actual reimbursement claim is filed or last amended, whichever is later.
However, if no funds are appropriated or no payment is made to a claimant for the
program for the fiscal year for which the claim is filed, the time for the Controller to
initiate an audit shall commence to run from the date of initial payment of the claim. 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

* This refers to Title 2, division 4, part 7, chapter 4 of the Government Code.
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Corrected: September 29, 2003

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, service fees collected, federal funds and other state funds shall be
identified and deducted from this claim. Any grants received under the Safe School

Plans for New Schools Grant Program 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 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 guldehnes 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, subd1v1s1on (a), and California Code of Regulations,
title 2, section 1183.2,
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EMERGENCY PROCEDURES: EARTHQUAKE AND
 DISASTERS

1. Summary of Chapter 1659, Statutes of 1984

Chapter 1659, Statutes of 1984, added Article 10.5 (Sections 35295, 35296 and 35297) to
Chapter 2 of Part 21 of the Education Code. These sections require the governing body of
each school district and the county superintendent of schools of each county to establish an
earthquake emergency pracedure in each school buliding under its jurisdiction.

in addttion, Chapter 1659, Statutes of 1984, added Section 40041.5 and amended Section
40042 to require that the governing board of a school district shall grant the use of schoo! .
bulldings, grounds and equipment to public agencies, "including the American Red Cross,”
for mass care and welfare shelters during disasters or other emergencies affecting the public
health and welfare, and eliminated the authority of the school districts to recover direct costs
from the public agencies for the use of schaol facilities during local emergencies.

On July 23, 1987, the Commission On State Mandates determined that Chapter 1659,
Statutes of 1984, resulted in state-mandated costs on school districts and county offices of
education which are reimbursable pursuant to Government Code Section 17561.

2. ' Eligible Claimants

Any school district (K-12) or county office of education which incurs increased costs as a
result of this mandate is eligible to claim reimbursement of those costs.

3. Appropriations

~ Claims may only be filed with the State Controller's Office for programs that have been
funded in the state budget in special legislation. To determine funding availability for the cur-
rent fiscal year, refer to the schedule "Appropriations for State Mandated Cost Programs” in
the "Annual Claiming Instructions for State Mandated Costs" issued In mid-September of
each year to superintendents of schools.

4.  Types of Claims

A. Reimbursement and Estimated Claims

" An eligible claimant may file a reimbursement claim or an estimated claim as specified
below. A reimbursement claim details the costs actually incurred for the previous fiscal
year. An estimated claim shows the costs to be incurred for the current fiscal year.

® A claim for reimbursement or an estimate must exceed $200 per fiscal year. However,

a county superintendent of schools, as fiscal agent for the school district, may submit

a combined claim in excess of $200 on behalf of school districts within the county even

if the individual district’s claim does not exceed $200. The combined claim must show

the individual claim costs for each school district. Once a combined claim is filed, all

subsequent claims for the same mandate must be filed in a combined form. A schaool

district may withdraw from the combined claim form by providing a written notice tothe

- county superintendent of schools and to the Controller, at least 180 days prior to the
deadline for flling the claim, If its intent is to file a separate claim.

Revised 9/93 ’ Chapter 1659/84, Page 1
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¢

Filing Deadline .

Refer to ltem 3 " Appropriations” to determine if the program is funded for the current
fiscal year. If funding is available, an estimated claim may be filed as follows:

o An estimated claim must be filed with the State Controller's Office and postmarked by.

November 30 of the fiscal year in which costs are to be incurred. Timely filed estimated
claims will be pald before late claims.

After having received payment for the estimated claim, the claimant must file a reimbur-
sement claim by November 30 of the following fiscal year. If the district falls to file a
reimbursement claim, monles received must be returned to the State. If no estimate
claim was filed, the district may file a reimbursement claim detailing the actual costs in-
curred for the fiscal year, provided there was an appropriation for the program for that
fiscal year. See item 3 above. -

e Areimbursement claim must be filed with the State Controller's Office and postmarked
by November 30 following the fiscal year in which costs were incurred. If a claim s
filed after the deadline but by November 30 of the succeeding fiscal year, the approved
claim will be reduced by a late penalty charge of 10% but not to exceed $1,000. If the
claim is filed more than one year after the deadline, the claim cannot be accepted.

5. Reimbursable Components

Eligible claimants will be reimbursed for Increased costs incurred to prepare an emergency -
procedure system and providing district facilities, ground and equipment to public agencies
for mass care and welfare shelters as follows: :

A. Emergency Procedures

(1). “The salaries and related employee benefits of employees with assigned.respon-
siblility to prepare the district's emergency and disaster plans and procedures
' that are ready for implementation. The costs of non-teacher district employees,
including consultants, directly engaged in providing instruction to other
employees and students of the district in earthquake and disaster procedures.
The costs incurred by the district of employees attending these meetings to
recelve instructions.

The reimbursable costs incurred by non-teacher personnel in providing instruc-
tion to students shall be limited to the scope of the mandate as stated in Educa-
tion Section 35297 which Is described as the instruction of students in the
elements of the School Buliding Master Plan by personnel specifically assigned
to this task. This includes, but is not limited to, drop procedures, and protective
measures to be taken before, during, and after an earthquake; the preparation
and dissemination to students of standard lesson plans on a district-wide basis;
and program to ensure that students are properly trained.

Assistance in developing an Emergency Procedures System is available to
school districts from the California State Office of Emergency Services and the
Seismic Safety Commission.

(2) Printing, postage, and supply costs incurred by the district directly related to
the establishment of an emergency procedure system. -

Chapter 1659/84, Page 2 ' ' Revised 10/95
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B. Mass Care and Welfare Shelters

All costs relating to the use of school facllities, grounds and equipment by public agen-
cies for Mass Care and Welfare Shelters. These costs include but are not limited to the
following:

(1) Salaries and related employee benefits of district employees assigned to facility
supervision and security for the purpose. of opening and closing the facility or
portions of the facilities and to provide security at the facllity during the pericd
of emergency.

(2)  Salaries and related benefits of district custodial employees to maintain and
clean-up district facilities during the emergency or after for the purpose of
making the facility ready for normal operation.

(8  Utliity cost incurred by the district directly related to the usage of district
facilities for Mass Care and Welfare Shelters.

6. Reimbursement Limitations

A.  No reimbursement shall be claimed for in-classroom teacher time spent on the instruc-
tion of students on emergency procedure systems.

B. No salaries and refated employee benefit costs shall be claimed for supervision,
security, and custodial employees for any time which they would have normally
worked at the school facility during-the period of emergency.

C. Any offsetting savings the claimant experlences as a direct result of this statute must
be deducted from the costs claimed. In addition, any reimbursement received for this
mandate from any non-local source (e.g., federal, state grant, foundation, etc.) shall be
identified and deducted so only net local costs are claimed. '

7. Claim Forms and Instructions

The diagram "lustration of Claim Forms," provides a graphical presentation of forms re-
quired to be filed with a claim. A claimant may submit a computer generated report in sub-
stitution for form EPED-1 and form EPED-2, provided the format of the report and data fields
contained within the report are identical to the claim forms included in these instructions.
The claim forms provided with these instructions should be duplicated and used by the
claimant to file estimated and reimbursement claims. The State Controller's Office will revise
the manual and claim forms as necessary.

A.  Form EPED-2, Component/Activity Cost Detail

This form is used to segregate.the detall costs by claim component. A separate form
EPED-2 must be completed for each cost component being claimed. Costs reported
on this form must be supported as follows:

(1) Salarles and Benefits

Identify the employee(s), and/or show the classlfication of the employee(s) in-
volved, describe the mandated functions performed as these relate to preparing
and implementing emergency plans and providing Instruction, specify the ac-
tual number of hours devoted to the mandated functions, the productive hourly
rate, and the related fringe benefits.

Source documents required to be maintained by the claimant may include, but -
are not limited to, employee time cards and/or cost allocation reports.

Revised 10/96 ' ' Chapter 1659/84, Page 3 of 5
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~(2)

@)

Materials and Supplies

' 'Only expenditures for printing, postage, and supplies which can be identified as

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

Source documents required to be malntained by the claimant may include, but
are not limited to, invoices, receipts, purchase orders, and other documents
evidencing the validity of the expenditures.

Contracted Services

The reimbursable costs for contracted services to provide instruction to students
shall be limited to the scope of the mandated as stated in Education Code Sec-
tion 35297 which is described as the Instruction of students in the elements of
the School Building Master Plan. This includes, but Is not limited to, drop proce-
dures, and protective measures to be taken before, during, and after an
earthquake; the preparation and dissemination to students of standard lesson
plans on a district-wide basis; and the preparation of a standard testing program
to ensure that students are properly trained.

Give the name(s) of contractor(s) who performed the service, describe the ac-
tivities performed by each named contractor, inclusive dates when services were
performed and Itemize all costs for services performed. The maximum reimbur-
sable fee for contracted services shall not exceed the salaries and wages, includ-
ing benefits, that would be paid to a school district employee performing the
same services. Reasonable expenses may be reimbursed as identified on the
monthly billings of consultant. However, travel expenses for contracted services
hired shall not be reimbursed in an amount higher than received by a State
employee. Attach consultant invoices with the claim.

Source documents required to be maintained by the claimant may include, but

are not limited to, contracts, invoices, and other documents evidencing the
validity of the expenditures. ’

For audit purpases, all supporting documents must be retained for a period of two years

after the end of the calendar year in which the reimbursement claim was filed or last
amended, whichever is later. Such documents shall be made available to the State
Controlier's Office on reguest.

Form EPED-1, Claim Summary.

This form Is used to summarize direct costs by component and compute the allowable

indirect costs for the mandate. School districts and local offices of education may com-
pute the amount of indirect costs utilizing the State Department of Education’s Annual

Program Cost Data Report J-380 or J-580 rate. The cost data on this form are carried
forward to form FAM-27.

Chapter 1659/84, Page 4 of 5 Revised 10/96
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C.

Form FAM-27, Claim for Payment.

This form contains a certification that must be signed by an authorized representative
of the school district. All applicable information from form EPED-1 must be carrled for-
ward to this form in order for the State Controller's Office to process the ctaim for pay-

ment.

Hustration of Claim Forms

—

Form EPED-2
Component/Activity

|

Form EPED-1
Claim Summary

FAM-27
Claim

Form EPED-2 Component/Activity Cost Detail
Complete a separate form EPED-2, for each component
in which costs are claimed.

1, Emergency Procedures

2. Mass Care and Welfare Shelters.

Revised 10/96

Chapter 1659/84, Page 5 of 5
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fm:um:l: rmo>»r

CLAIM FOR PAYMENT Ol
Pursuant to Government Code Section 17561 (19) Program Number 00075
EMERGENCY PROCEDURES: (20) Date Filed ___/__ [
EARTHQUAKE AND DISASTERS @) LRStput /[
(01) Ciaimant Identiﬂcatio? Number \ Reimbursement Claim Data
(02) Claimant Name
(22) EPED-1, (04)(1)(d)
County of Location (23) EPED-1, (04)(2)(d)
Street Address or P.O. Box Sulte (24) EPED-1, (06)
City State Zin Code j
P
Type of Claim Estimated Claim Reimbursement Claim | (26)
(03) Estimated [ w9 Reimbursement [ |@n
(04) Combined 1 |u0y Combined 1 |es
(05) Amended 1 1@t Amended O e
Fiscal Yearof Cost | (0s) 20___ /20 12 20___J20 (30)
Total Claimed Amount | (07) (13) (31
Léss: 10% Late Penablty, not to exceed $1,000 (14) (32)
Less: Prior Claim Payment Received (15) (33)
-|Net Claimed Amount (18) (34)
Due to Claimant 7 (35)
Due to State (18) (36)

(37) CERTIFICATION OF CLAIM

In accordance with the provisions of Government Code § 17561, | certify that | am the officer authorized by the local agency to file claims
with the State of California for costs mandated by Chapter 1659, Statutes of 1984, and certify under penalty of perjury that | have not
violated any of the provisions of Government Code Sections 1090 to 1096, inclusive.

| further certify that there was no application other than from the claimant, nor any grant or payment received, for reimbursement of

costs claimed herein; and such costs are for a new program or increased level of services of an existing. program mandated by Chapter
1659, Statutes of 1984.

The amounts for Estimated Claim and/or Reimbursement Claim are hereby claimed from the State for payment of estimated and/or actual
costs for the mandated program of Chapter 1659, Statutes of 1984, set forth on the attached statements.

Signature of Authorized Officer Date

" |Type or Print Name ' Title
(38) Name of Contact Person for Claim

Telephone Number  ( ) - Ext.

E-Mail Address
Form, FAM-27 (Revised 9/01) Chapter 1659/84
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EMERGENCY PROCEDURES: EARTHQUAKE AND DISASTERS

FORM
Certification Claim Form
o FAM-27
Instructions

(01) Leave blank.

(02) A set of mailing labets with the ciaimant's 1.D. number and address was enclosed with the letter regarding the claiming
instructions. The mailing labels are designed to speed processing and prevent common errors that delay payment. Affix a label in
the space shown on form FAM-27. Cross out any errors and print the correct information on the label. Add any missing address
items, except county of location and a person's name. If you did not recelve labels, print or type your agency's mafling address.

(03) If filing an original estimated claim, enter an "X" in the box on line (03) Estimated.

(04) if filing an original estimated claim on behalf of districts within the county, enter an "X" in the box on line (04) Combined.

(05) If filing an amended or combined claim, enter an "X" in the box on line {05) Amended. Leave boxes (03) and (04) blank.

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

(07) Enter the amount of estimated claim. If the estimate exceeds the previous year's actual costs by more than 10%, complete fom
EPED-1 and enter the amount from line (11).

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

(09) . Iffiling an original reimbursement claim, enter an "X" in the box on line (09) Reimbursement.

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

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

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

(13} Enter the amount of reimbursement claim from form EPED-1, line (11).

(14) Reimbursement claims must be filed by January 15 of the following fiscal year in which costs were incurred or the claims shall be
reduced by a late penalty. Enter either the product of muitiplying line (1 3) by the factor 0.10 (10% penalty) or $1,000, whichever
is less.

(18) " If filing a reimbursement claim and a claim was previously filed for the same fiscal year, enter the amount received for the claim.

: Otherwise, enter a zero. _

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

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

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

(19) to (21) Leave blank.

(22) o (36) Reimbursement Claim Data. Bring forward the cost information as specified on the left-hand column of lines (22) through (36) for

. the reimbursement claim, e.g., EPED-1, (04)(1)(d), means the information is located on form EPED-1, block (04), line (1), column
(d). Enter the information on the same line but in the right-hand column. Cost information should be rounded to the nearest
dollar, i.e., no cents. Indirect costs percentage should be shown as a whole number and without the percent symbol, i.e., 7.548%
should be shown as 8. Completion of this data block will expedite the payment process.

(37) Read the statement "Certification of Claim.” If it is true, the claim must be dated, signed by the agency's authorized officer, and
must include the person's name and title, typed or printed. Claims cannot be paid unless accompanied by a signed
certification.

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

SUBMIT A SIGNED, ORIGINAL FORM FAM-27 WITH ALL OTHER FORMS AND SUPPORTING DOCUMENTS (NO COPIES
NECESSARY) TO: )
Address, if delivered by U.S. Postal Service: Address, If delivered by other delivery service;
OFFICE OF THE STATE CONTROLLER OFFICE OF THE STATE CONTROLLER
ATTN: Local Reimbursements Section ATTN: Local Reimbursements Section
Division of Accounting and Reporting Division of Accounting and Reporting
P.O. Box 942850 3301 C Street, Suite 500
Sacramento, CA 94250 Sacramento, CA 95816
Form FAM-27 (Revised 9/01) - Chapter 1659/84
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EMERGENCY PROCEDURES: EARTHQUAKE AND DISASTERS
' CLAIM SUMMARY

'(01) Clairfiant: ) ' (02) Type of Claim: Fiscal Year:
Relmbursement ]
Estimated ™ 19___/
Claim Statistics o

(03) Leave Blank

Direct Costs . Cost Elements ' '
(04). Reimbursable Components: So s ®) © @
and Supplies Contracted Total
Benefits Services

1. Emergency Procedures

2. Mass Care and Welfare Shelters

indirect Costs

(06) Indirect Cost Rate J-380 or J-580, as applicable | ' %

(07) Total Indirect Costs

Cost Reduction

(09) Less: Offsetting Savings, if applicable

{10) Less: Other Reimbursements, if applicable

4 (11) Total Claimed Amount: {Line (08) - [Line (09) -+ iine (10)]}
Revised 9/93

Chapter 1659/84
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EMERGENCY PROCEDURES: EARTHQUAKE AND DISASTERS FORM
CLAIM SUMMARY - EPED-1
Instructions

(01)  Enter the name of the claimant.

(02) Check a box, Reimbursement or Estimated, to identify the type of claim being filed. Enter the-fiscal year for
which the expenses were/are to be incurred. ‘ C
Form EPED-1 must be flled for a reimbursement claim. Do not complete Form EPED-1 if you are filing an es-
timated claim and the estimate does not exceed the previous fiscal year's actual costs by more than 10%.
Simply enter the amount of the estimated claim on Form FAM-27, line (07). However, if the estimated claim
exceeds the previous fiscal year’s actual costs by more than 10%, Form EPED-1 must be completed and a
statement attached explaining the Increased costs, Without this information the high estimated claim will
automatically be reduced to 110% of the previous fiscal year's actual costs.

(03) Leave Blank _

(04) Reimbursable Components: For each ofthe reimbursable components, enter the total allowable cost from

— Form EPED- 2, line (05) columns (d), (e), and (f) to Form EPED-1, biock (04) columns (a), (b), and (c) inthe
appropriate row. Total each row.

(05)  Total columns (a), (b}, (c), and (d)._

(06) Indirect Cost: Enter the indirect cost rate from Department of Education Form J-380 or J-580, as applicable
to the fiscal year of costs. :

(07)- Indirect Costs. Enter the result of multiplying the difference between total direct costs, line (05)(d), and con-
tracted services, line (05)(c), by the Indirect Cost Rate, line (06).

(08)  Total Costs. Enter the sum of line (05)(d), and line (o7,

(09) Less: Offsetting Savings, if applicable. Enter the total savings experienced by the claimant as a direct result
of this mandate. Submit a schedule of detailed savings with the claim. ‘

(10)  Less: Other Reimbursements, if applicable. Enter total of other reimbursements received from any local as-
sistance revenue source, (i.e., federal, other State programs, foundations, etc.). Submit a schedule of

_detailed reimbursements with the claim. ’ »

(11)  Total Amount Claimed. Subtract the sum of offsetting savings, line (09), and other reimbursements, line (10),
from total costs, line (08). Enter the remainder on this line and carry the amount forward to Form FAM-27,
fine (07) for the Estimated Claim, or line (13) for the Reimbursement Claim. ‘

Chapter 1659/84

Revised 9/93
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MANDATED COSTS _ FORM
EMERGENCY PROCEDURES: EARTHQUAKE AND DISASTERS EPED-2
COMPONENT/ACTIVITY COST DETAIL :
{(01) Claimant: ‘ (02) Fiscal Year costs were incurred:

(03) Reimbursable Component: - Check a box to identify the cost being claimed. Check only one box per form.

[ ] Emergency Procedures (L] Mass Care and Weltare Shelters

1(04) Description of Expense: Complete columns (a) through (f). Object Accounts

e - . (b) (c) (d) (e) ()
Employee Names, Job Ciassifications and Activities Performed Hourly Rate Hours Salaries Materials | Contracted
Descriptio:ngf Expenses or Worked or and and Senvices
’ Unit Cost | Quantity | Benefits | Supplies

%
(05) Total[ | Subtotal [ | Page : of
Chapter 1659/84 Revised 10/96
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EMERGENCY PROCEDURES: EARTHQUAKE AND DISASTERS FORM
COMPONENT/ACTIVITY COST DETAIL 7 EPED-2
Instructions ’

- (01)
(02)
(03)

(04)

(= - 2 A Q1]
that recelived by state employees. In addition, If costs are claimed for Mass Care and Welfare Shelters, ident

Enter the name of the claimant.
Enter the fiscal year for which the costs were incurred.

Reimburseable Components: Check the box which Indicates the cost component being claimed. Check only
one box per form. A separate form EPED-2 shall be prepared for each component which applies.

The following table identifies the type of information required to support reimbursable costs. To detail costs,
enter the employee names or position titles and the number of employees at that position title who worked on
the mandate, a brief description of activities performed by each employee/position title to comply with the man-
date, productive hourly rate, fringe benefits, supplies used, consultant services, etc.- If consultant services are
used, separately showthe name of professionals or consultants, specify the functions the consultants performed
relative to the mandate, length of appaintment, and the itemized costs for such services. Invoices must be sub-
mitted as supporting documentation with your claim. The max imun reimbursable fee for contracted services
= i Ne_5d < S

BX e 1 Qing DeNet

) shall No e =ll‘ ed 1N an dmouy] I'l | 1c
ify
the incidents and give dates when incidents begin and end. For audit purposes, all supporting documents must
be retained for a period of two years after the end of the calendar year in which the reimbursement claim was
filed or last amended, whichever is later. Such documents shall be made available to the State Controller's Of-
fice on request. : : :

, r Object/ : Columns Submit these
Subobject Sonoments
Accounts (@) (b) (c) (d) (e) ()  |withthe claim
Hourt y S(agarle(s)=
. i ourly ours x (¢
Salaries Employee Name Rate Worked )
Position Title
Benefits Activities
Performed Benefit Benefits =
Rate (b} x
Salaries :
Materials dmtxc(gz);t
and_ Description of Unit Quantity X
Supplies Supplies Used Cost Used Quantity
. Consumed
Hours .
é\lar{le otf Hourly Worked
ontractor Itemized

Contracted : Rated Inclusive Cost for Invoice

Services Specific Tasks Dates for Services

Performed Service
Performed

(05) Total block (04), columns (d), () and (f) 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 detall the component costs, number each
‘page. Carry forward the total from line (05), colunms (d), (e) and (f) to form EPED-1, block {04) columns (@),

(b) and (c) in the appropriate row.
‘Revised 10/96 Chapter 1659/84
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OFFICE OF THE STATE CONTROLLER
STATE MANDATED COSTS CLAIMING INSTRUCTIONS NO. 2003-09
EMERGENCY PROCEDURES, EARTHQUAKE PROCEDURES, AND DISASTERS
 AUGUST 11,2003

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

(COSM).

"Education Code Sections (EC §§) 35295 35296, 35297, 40041.5, and 40042 as added and
amended by Chapter 1659, Statutes of 1984, require the governing body of each school district
or private school and the county superintendent of schools of each county to establish an
-earthquake emergency procedure system in each school building under its jurisdiction, and to
grant the use of school buildings, grounds, and equipment to public agencies, including the
American Red Cross, for mass care and welfare shelters during disasters or other emergenmes
affecting the public health and welfare without recovery of costs from the public agencws '

On July 23, 1987, the COSM determined that EC §§35295, 35296 and 35297 established costs
mandated by the State according to the provisions listed in the attached P’s & G’s. For your
reference, the P’s & G’s are included as an integral part of the claiming instructions.

Eligible Claimants

Except for community colleges, any school district, as defined in GC §17519, that incurs

increased costs as a direct result of this mandate is eligible to claim relmbursement of these
+COSts.

Filing Deadlines

Initial Claims

"~ Initial Teimbursement claims must be filed within 120 “days Trom the issuance date of claiming

instructions. Costs incurred in implementing the provisions of this program are reimbursable for
fiscal years 2000-01 through 2002-03, and must be filed with the SCO and be delivered or
postmarked on or before December 9, 2003, Claims filed after the deadhne will be reduced by a
late penalty of 10%.

These amendments will apply to claims filed in fiscal year 2000-01 through 2002-03.
Reimbursement and estimated claims filed for fiscal years 2003-04 and beyond must be filed

- under the combined set of P’s and G’s for Comprehensive School Safety Plans and Emergency
Procedures, Earthquake Procedures, and Disasters to be issued in the near future,’
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Costs for all initial reimbursement claims must be filed separately according to the fiscal year in
which the costs were incurred. In order for a claim to be considered properly filed, it must
‘include any specific supporting documentation requested in the instructions. Clalms filed more
than one year after the deadline will not be accepted

- Minimum Claim Cost

- If the total costs for a given year do not exceed $1,000, no reimbursement shall be allowed
except as otherwise allowed by GC §17564. The county superintendent of schools - shall
determine if the submission of a combined claim is economically feasible and shall be
responsible for disbursing the funds to each school district. Combined claims may be filed only

when the county is the fiscal agent for the school dlstncts A combmed clalm must show the
individual claim costs for each eligible school district. .

Reimbursement of Claims

To be eligible. for mandated cost reimbursement for any fiscal year, only actual costs may be
claimed. Actual costs are those costs actually incurred to implement the mandated activities.
Actual costs must be traceable and supported by source documents that show the validity of such
costs, when they were incurred, and their relationship to the reimbursable activities.

Initial reimbursement .claims will only be reimbursed to the extent that expenditures can be
supported and, if such information is unavailable, claims will be reduced. In addition, ongoing
reimbursement claims must be supported by documentation as evidence of the expenditures.
Examples of documentation may include, but are not limited to, employee time records that
identify mandate activities, payroll records, invoices, receipts, contracts, travel expense
vouchers, purchase orders, and caseload statistics. Refer to Sections IV and V of the attached
amended P's & G’s.

Allﬂit—of”(ﬁists

All claims submitted to the SCO are reviewed to determine if costs are related to the mandate,

are reasonable and not excessive, and that the claim was prepared in accordance with the SCO’s
" claiming instructions and the COSM’s P’s and G’s. If any adjustments are made to a claim, a

"Notice of Claim Adjustment" specifying the claim component adjusted, the amount adjusted,

and the reason for the adjustment, will be mailed within 30 days after payment of the claim.

On-site audits will be conducted by the SCO as deemed necessary. Pursuant to GC §17558.5,

-~ = == - —subdivision{a);, & Teimbursement claim—for-actual—costsfited-by a school district is subject to- -~ "~
audit by the State Controller no later than three years after the date the actual reimbuisement
claim was filed or last amended, whichever is later. However, if no funds were appropriated or
no payment was made to a claimant for the program for the fiscal year for which the claim was
filed, the time for the Controller to initiate an audit shall commence to run from the date of initial
payment of the claim. Therefore, all documentation to support actual costs claimed must be
retained for the same period, and shall be made available to the SCO on request.
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Retention of Claiming Instructions

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

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

~ Address for Filing Claims

Submit a signed original and a copy of form FAM 27, Claim for Payment, and all other forms
and supporting documents to:

If delivered by a ' If delivered by

U.S. Postal Service: : ' Other delivery services:

Office of the State Controller Office of the State Controller

Attn: Local Reimbursements Section . Attn: Local Reimbursements Section

Division of Accounting and Reporting Division of Accounting and Reporting
. P.O. Box 942850 3301 C Street, Suite 500

Sacramento, CA 94250 Sacramento, CA 95816

3
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| Adopted: March 23, 1989
ST Amended: February 28, 1991
Amended: May 29, 2003

PARAMETERS AND GUIDELINES AMENDMENT

Education Code Sections 35295, 35296, 35297, 40041 5 and 40042
Statutes of 1984, Chapter 1659

Emergency Procedures, Earthquake Procedures, and Disasters
Effective For Reimbursement Claims Filed Through 2002-2003 Fiscal Year

I. ~SUMMARY OF THE MANDATE

Statutes 1984, chapter 1659 added Article 10.5 (sections 35295, 35296, and 35297) to Chapter 2
of part 21 of the Education Code which requires the governing body of each school district or
private school and the county superintendent of schools of each county to establish an earthquake
emergency procedure system in each school building under its jurisdiction.

-Statutes 1984, chapter 1659 added section 40041.5 to the Education Code and amended section
40042 of the Education Code to require that the governing board of any school districts shall
grant the use of school buildings, grounds and equipment to public agencies, "including the
American Red Cross," for mass care and welfare shelters during disasters or other emergencies
affecting the public health and welfare, and eliminated the authority of the school districts to
recover direct costs from the public agencies for the use of school facilities dunng local
emergencies.

Orkluly 23; 1987 ,--’ehe—Gom—i-ssienen%tate-Manda{%{Genﬂnissien}-fe&ad%hafs—Edueatien-C—ede ‘
sections 35295, 35296, and 35297 constitute a reimbursable state-mandated program upon

school districts and county offices of education within the meaning of article XIII B, section 6 of
the Californja Constitution and Governmeént Code section 17514,

II. ELIGIBLE CLAIMANTS

Any “school district,” as defined in Government Code section 175 19, except for community
colleges, which incurs increased costs as a result of this mandate, is eligible to claim
-—w——-— ——reimbursement~— - — —— ———— - ——

III.  PERIOD OF REIMBURSN[ENT

Government Code section 17557, prior to its amendment by Statutes 1998, chapter 681, stated
‘that a test claim must be submitted on or before December 31 following a given fiscal year to
establish eligibility for reimbursement for that fiscal year. The test claim for this mandate was
filed on November 26, 1986. Statutes 1984, chapter 1659, became effective January 1, 1985.
Therefore, costs incurred on or after July 1, 1985, are eligible for reimbursement:

- 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
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- Code section 17561, subdivision (d)(3), all claims for reimbursement of initial years’ costs shall

be submitted within 120 days of the issuance of the State Controller’s clalmmg instructions.

Sectlon 1183.2(c) of the Commission’s regulations state that a parameters and guidelines
amendment filed after the initial claiming deadline must be submitted on or before January 15
following a fiscal year in order to establish eligibility for reimbursement for that fiscal year. The
SCO filed this request to amend the parameters and guidelines on September 19, 2001.
Therefore, these amendments will apply to claims filed in fiscal year 2000-2001 through
2002-2003. Reimbursement claims (including estimated claims) filed for fiscal years 2003-2004
and beyond must be filed under the combined set of parameters and guidelines for
Comprehensive School Safety Plans and Emergency Procedures, Earthquake Procedures, and
Disasters.

For initial claims and annual claims filed prior to September 30, 2002, including amendments
thereof, if the total costs for a given fiscal year do not exceed $200, no reimbursement shall be
allowed except as otherwise allowed by Government Code section 17564. For initial claims and

" annual claims filed on or after September 30, 2002, 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 questlon 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,”
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.

The claimant is only allowed to clalm and'be relmbursed 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:
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A Earthquake Emergency Procedure System
1. One-Time Activities ‘
.a. Developing and establishing a district earthquake emergency procedure system that
shall include all of the following: :

~+ A school building disaster plan, ready for 'im'plernentation at any time, for -
maintaining the safety and care of students and staffs.

¢ Adrop proc_:edure.l
«  Protective measures to be taken before, during, and following an earthquake.

* A program to ensure that the students and that both the- certificated and classified
staff are aware of, and properly trained in, the earthquake emergency procedure _
system. (Ed. Code, §35297.)

* 2. On-Going Activities

a. Updating the district earthquake emergency procedure system as to those activities
‘ identified in 1.a. above, including the training program.

b. Employees reviewing the requirements of the Earthquake Emergency Procedure
System program and attending training meetings to receive instruction. -

c. - Employees preparing to conduct training sessions. However, in-classroom teacher
“time spent on the instruction of students on the earthquake emergency procedure
system is not reimbursable.

B. Mass Care And Welfare Shelters — Earthquake And Other Disasters
1. On Gomg Activities ‘ '

-a.  Secure and supervise facilities for the purpose of opening and closing the facility or
portions of the facilities and to provide securlty at the facility during the period of the
emergency.

b. Maintain and clean-up district facilities during the emergency or after for the purpose
of making the facility ready for normal operation.

e __ ____c. . _Utility cost incurred by the district directly related to the usage of district facilities .~ - — __ . - .

for Mass Care and Welfare Shelters.

! As used in this article, “drop procedure” means an activity whereby each student 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.
(Ed. Code, §35297.) '
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)i~ V. CLAIM PREPARATION AND SUBMISSION

Each claim for reimbursement pursuant to this mandate must be timely filed and identify each of
the following cost elements to each reimbursable activity identified in Section IV of this
document. : '

A. Direct Cost Reperting

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 act1v1t1es 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 recogmzed method of costing, cons1stently ‘
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 pnce report the dates When services were performed and itemize all costs for those
SEIViCes.

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.
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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
apphcable 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 trammg
according to the rules of cost element A3, Contracted Services.

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 ongmatmg 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 réplacement) honrestrictive indirect cost rate
provisionally approved by the California Department of Education.

County offices of education must use the J-580 (or slibsequc;nt replacement) nonreéstrictive
indirect cost rate provisionally approved by the California Department of Education. -

VI. RECORD RETENTION

Pursuant to Gevernment Code section 17558 5, subdivision (2), 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

- - — — — - —elaim-is-filed-or-last amended;-whicheveris later—However; if no-funds-are appropriated-orno———————- - - -
payment is made to a claimant for the program for the fiscal year for which the claim is filed, the
time for the 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
IV, must be retained during the period subject to audit. If an audit has been initiated by the
Controller during the period subject to audit, the retention period is extended until the ultimate
resolution of any audit findings.

* This refers to Title 2, division 4, part 7, chapter 4 of the Government Code.
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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 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 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. Ifthe
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 guldehnes
as directed by the Commission.

In addition, requests may be made to amend parameters and guidelines pursuant to Government
Code section 17557, subdivision (a), and California Code of Regulations, title 2, section 1183.2.
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State.Controller's Office . School Mandated Cost Manual

mIxmzIT

CLAIM FOR PAYMENT For State Confroller Use Only | program
Pursuant to Government Code Section 17561 , (19) Program Number 00075
' EMERGENCY PROCEDURES, EARTHQUAKE PROCEDURES, AND |(20) DateFiled ___/___/_ 07 5
_DISASTERS (21) LRS nput ____/____[___
L (1) Glaimant Id-enﬂf'ca"on Number : . \ Reimbursement Claim Data
g (©2) Clamant Name (22) EPED-1.(OA‘;)(1)(A)(f)
L Countv of Location | (28) EPED-1, (041) (é)( 9
Street Address or P.O. Box “Sulte (24) EFEDA, (04K1)CID
[citv _ ~ State ;ip Code _ ) (25) EPED-1, 041D
Type of Claim Estimated Claim Reimbursement Claim (26) EPED-1, (04)2)(A)(D
(03) Estimated [ o9 Reimbursement [ ] |(27) EPED-1, (04)2)(B)H
(04) Combined 1 |0y Combined | _ 1 e EPED-j,(O4)(2)(C)(0
(05) Amended [J |¢1y Amended - O | (29) EPED1, (04)2)D)(D
Fi;cai Year of Cost o)y 20__ J20 ___ |t2 20___/20 |30y .EPED-1, (04)2)(E)D
Total Claimed Amount o7 ' (13) (31) EPED-1, (04)(2)(F)(f)
" Less: 10% Late Penalty, not to exceed $1,000 (14) (82) EPED-1, (06)
Léss: Prior Ciaim Payment Received - (15) (33) EPED-1, (07)
Net Claimed Amount ' (e ' (34) .EPED-1, (09)
Due from State (08) | o - 1(a) EPED-1, (10)
Due to State - (18) (36)
T(37)y CERTIFICATION OF CLAIV

|the provisions of Government Code Sections 1090 to 1098, inclusive.

In accordance with the provisions of Government Code Section 17561, | certify that | am the officer authorized by the school district to-
file mandated cost claims with the State of California for this program, and certify under penalty of perjury that | have not violated any of

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

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

Signature of Authorized Officer ' Date

Type or Print Name e Title

(38) Name of Contact Person for Claim : i
Telephone Number  ( ) - Ext.

E-Mail Address

Form FAM-27 (New 8/03)
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Program | EMERGENCY PROCEDURES EARTHQUAKE PROCEDURES, AND DISASTERS

(15)

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

Certification C Form FORM

| ‘ 0 7 5 _ . lnstructllcfrlir:s1 ‘ v - FAM-27
(01) Enter the péyee number assigned by the State Controller's Office.
(02) Enter ydur Official Name, County of Location, Street or P. 0. Box address, City, State, and Zip'Code.
(03) If filing an estimated claim, enter an "X" in the box on line (03) Estimated.
(04) I filing a combined estimated claim on behalf of districts within the county, enter an "'X" in the box on-Iiﬁe (04) Combined.
(05) If filing an amended claim, enter an "X" in the box on line (05) Amended.
(06) Enter the fiscal year in which costs are to be incurred.
(07) Enter the amount of the estimated claim. If the estimate exceeds the previous year's actual costs by' rﬁore than 10%, complete

. form'EPED-1 and enter the amount from line (11).
(08) Enter the same amount as shown on line (07).
(09) - . Iffiling a reimbursement claim, enter an "X" in the box on line (09) Reimbursement.
(10) lf.filing a combined reimbursement claim-on behalf of districts within the county, enter an "X" in the box on line (10) Combined.
(11) If filing an amended claim, enter an "X" in the box on fine (11) Amended.
(12) Enter the fiscal year for which actual costs are being claimed. If actual costs for more than one fiscal year are being CIéimed,
complete a separate form FAM-27 and supporting schedules for each fiscal year. )

(13) Enter the amount of the reimbursement claim from form EPED-1, fine (11). The total claimed amount must exceed $1,000,
(14) Filing Deadline. Initial Claims of 1659/84: If reimbUréemenf claims for fiscal years 2000:01 through 2002-03 are filed after

December 9, 2003, the claims must be reduced by a late penalty. Costs for.all initial reimbursement claims must be filed
separately according to the fiscal year in which the costs were incurred. Enter zero if the claim was timely filed, otherwise, enter
the product of multiplying line (13) by the factor 0.10 (10% penalty), or $1,000, whichever is less. Reimbursement and
estimated claims for fiscal years 2003-04 and beyond must be filed under the combined set of P’s and G's for
Comprehensive School Safety Plans -and Emergency Procedures, Earthquake Procedures, and Dlsasters to be issued in
the near future.

If filing an actual reimbursement claim, and an estimated claim was previously filed for the same fiscal year, enter the amount
recelved for the clalm Othervvlse enter azero.

Enter the result of subtracting line (14) and line (1 5) from line (13).

If line (16), Net Claimed Amount, is pdsitive, enter that amount on line (17}, Due from State.

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

Leave blank.

Reimbursement Claim Data. Bring forward the cost information as specified in the left-hand column of lines (22) through (36) for
the reimbursément claim, e.g. EPED-1, (04)(1}(A}(f), means the information is located on form EPED-1, block (04)(1), 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. Indirect costs percentage should be shown as a whole number and without the percent symbol, i.e., .

@7

(38)

~ Form FAM-27 (New 8/03)

7.548% snould b& shown a5 B. Completlon of ﬂiIS dafa block will expedlte the payment process.

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

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

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

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

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

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

Sacramento, CA 94250 Sacramento, CA 95816
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State Controller’é Office ' School Mandated Cost Manual

Program } : MANDATED COSTS _
0 7 5_- EMERGENCY PROCEDURES, EARTHQUAKE PROCEDURES, AND DISASTERS
R CLAIM SUMMARY

FORM
EPED-1

“|(01) Claimant | 1(02) Type of Claim - Fiscal Year

'Reimbursement 1 .
Estimated ] 20 /20

|Claim Statistics
(03) Leave blank.

Direct Costs Object Accounts

(04) @ ®) © @ © G
Reimbursable Salaries and | Materialsand |  Contract Fixed Travetl and Total
Components Benefits Supplies Services Assets Training .

Earthquake Emergency
_Procedure System

1. One Time Costs

A. Disaster Plan

¢ |B. Drop Procedure

C. Protective Measures

D. Emefgency Procedure

2. Ongoing Costs

A. Updating System

B. Employee Training

C. Training Préparation

Mass Cafe and Welfare
Shelters

D. Security at Facilities

E. Facility Maintenance

F. Utilities

(05) Total Direct Costs

lndirect Costs

(06) Indirect Cost Rate [From J-380 or J-580] %

1(07) Total Indirect Costs {Line (06) x line (05)(f)]

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

Cost Reduction

(09) Less: Offsetting Savings

(10) Less: Other Reimbursements

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

New 8/03 Chapter 1659/84
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State Controller's Office . ) School Mandated Cost Manual

Program | EMERGENCY PROCEDURES, EARTHQUAKE PROCEDURES, AND DISASTERS

: LAl :
O 75 CLAIM SUIYIMARY EPED-1
Instructions . ,

FORM

(01)

(02)

(03)

(04)

(05)

(06)

(07)

(08)

Enter the name of the claimant.

Type of Claim. Check a box Reimbursement or Estimated, to ldentlfy the type of claim being f|Ied.
Enter the fiscal year of costs.

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

Leave blank.

Reimbursable Components. For each reimbursable component, enter the total from form EPED-2, line
(05), columns (d) through (h) to form EPED-1, block (04), columns (a) through (e) in the appropriate
row. Total each row.

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

Indirect Cost. Rate. Enter the indirect cost rate from the Department of Educatlon form J-380 or J 580
as applicable for the fiscal year of costs.

Total Indirect Costs. Enter the result of multiplying the indirect Cost Rate, line (06), by the Total Direct
Costs, line (05)(f). :

Total Direct and Indirect Costs Enter the sum of Total Dxrect Costs, hne (05)(f and Total Indirecti
Costs; 1ine (07). C

Less; Offsetting Savings. If applicable, enter the fotal éavings experienced by the claimant as a direct

‘result of this mandate. Submit a detailed schedule of savings with the claim.

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

(1

New 8/03

Total Claimed Amount. From Total Direct and Indirect Costs, line (08), subtract the sum of Offsetting
Savings, line (09), and Other Reimbursements, line (10). Enter the remainder on this line and carry the
amount forward to form FAM-27, line (07) for the Estimated Claim or line (13) for the Reimbursement
Claim.

Chapter 1659/84
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.| program | o 'MANDATED COSTS CORM
' 0 75 EMERGENCY PROCEDURES, EARTHQUAKE PROCEDURES, AND DISASTERS EPED-2
COMPONENTIACTIVITY COST DETAIL ) ' .
(01) Claimant =~ , - |(02) Fiscal Year
(03) Reimbursable Components: Check only one box ber form to identify the component being claimed.
One-Time [ Disaster Plan ' ] brop Procedure ' . l:] Protective Measures
] Emergency Procedure ‘
Ongoing [ Updating System [ Employee Training 7 [ Training Preparation
1 security at Facilities 1 Facility Maintenance : [T utlities
(04) Description of Expenses - » Object Accounts
(a) ) (b) () (d) (e) o (@ (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
—_— - Y
‘ (05) Total ] Subtotal [ |Page:____of ___

New 8/03 ' Chapter 1659/84
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indicate if the amount is a total or subtotal.

New 8/03

if more than one form is needed to detail the
- component/activity costs, number each page. Enter totals from line (05), columns (d) through (h) to
form EPED-1, block (04), columns (a) through (e) in the appropriate row.
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Chapter 1659/84

. Prdgrar'n ' EMERGENCY PROCEDURES, EARTHQUAKE PROCEDURES, AND DISASTERS FORM'
"‘,'_’:: 0 7 5 COMPONENT/ACTIVITY COST DETAIL EPED-2
1 Instructions , _

(01). Claimant. Enter the name of the claimant.

(02) Fiscal Year. Enter the fiscal year for which costs were incurred. ‘ _

(03) Reimbursable Components. Check the box which indicates the cost component being claimed. Check

B only one box per form. A separate form EPED-2 shall be prepared for each applicable component.

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

. Submit
Object/ Col "
¢ Sub ‘cl)ebjerct - e - 3223;:'1112
Accounts (@) () © ) () ] (@) () with the claim
Salaries and
. _ Salaries =
Benefits Employee Hourly Hours Hoau:y'eRsate
Name/Title Rate Warked x Hours
Salaries ' ) ~ Worked
Benaefits =
Activities Benefit Beneft Rate
Benefits Performed Rate x Salaries
- . Cost= .
Mat:'::;ls Desc:fptlon Unit Quantity Unict’sCo_st
Supplies Supplies Used. Cost Used X %L;rguty .
y Cost=
Nama of Hours Worked : c £
Contract Contractor Hourly Inclusive S:ll,‘;yvs:rtfe’):j C:r?t)r/acc’:t
Services Specific Tasks Rate Dates of or Total and
“Performad Service Contract Cost Involces
N Cost=
’ Description of .
food | oiomen | Untcost | Ussse | | wioest | | |
Purchased Usage
Travel and | Purpose of Trip | Per Diem ‘Days Cost=Ratex |~
Training Name and Title Rate il | Days or Miles
Travel Depariure and | Mileage Rate o .or Total
| RetumDate | Travercost | 17avel Mode Travel Cost
Employ.ee , .
Name of Class
(05) Total line (04), columns (d) through (h) and enter the sum on this line. Check the appropriate box to
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STEVE WESTLY
Talifornia State Qontraller

August 31, 2005

Donald A. Phillips, Ed.D., Superintendent
Poway Unified School District

13626 Twin Peaks Road

Poway, CA 92064-3034

Dear Dr. Phillips:‘

The State Controller’s Office audited the costs claimed by the Poway Unified School District for
the legislatively mandated Emergency Procedures, Earthquake Procedures, and Disasters
Program (Chapter 1659, Statutes of 1984) for the period of July 1, 2000, through June 30, 2003.

The district claimed $753,508 for the mandated program. Our andit disclosed that $15,144 is
allowable and $738,364 is unallowable. The unallowable costs occurred because the district
claimed unsupported salary and benefit costs, and related indirect costs. The State paid the
district $309,016. The district should return $293,872 to the State.

If you disagree with the audit finding, you may file an Incorrect Reduction Claim (IRC) with the
Commission on State Mandates (COSM). The IRC must be filed within three years following
the date that we notify you of a claim reduction. You may obtain IRC information at COSM’s
Web site, at www.csm.ca.gov (Guidebook link); you may obtain IRC forms by telephone, at
(916) 323-3562, or by e-mail, at csminfo@csm.ca.gov.

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

Sincerely,

VINCENT P. BROWN
Chief Operating Officer

VPB:JVB/ams
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; i}
Donald A. Phillips, Ed.D., Superintendent -2-

cc: John Collins
Deputy Superintendent
Poway Unified School District
Randie A. Murrell
Chief Financial Officer
Poway Unified School District
Malliga Tholandi
Director of Accounting
Poway Unified School District
Keith B. Petersen, President
SixTen and Associates
Rudy M. Castruita Ed.D.
County Superintendent of Schools
San Diego County Office of Education
Scott Hannan, Director
School Fiscal Services Division »
California Department of Education
Arlene Matsuura, Education Fiscal Services Consultant
School Fiscal Services Division
~California Department of Education
Gerry Shelton, Director
Fiscal and Administrative Services Division
California Department of Education
Jeannie Oropeza, Program Budget Manager
Education Systems Unit
Department of Finance
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Poway Unified School Distric%

P - E
Emergency Procedures, E%@ke Procedures, and Disasters Program

Audit Report

Summary

| Background

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

Poway Unified School District for the legislatively mandated Emergency
Procedures, Earthquake Procedures, and Disasters Program (Chapter
1659, Statutes of 1984) for the period of July 1, 2000, through June 30,
2003. The last day of fieldwork was May 3, 2005.

The district claimed $753,508 for the mandated program. Our audit
disclosed that $15,144 is allowable and $738,364 is unallowable. The
unallowable costs occurred because the district claimed unsupported
salary and benefit costs, and related indirect costs. The State paid the
district $309,016. The district should return $293,872 to the State.

Chapter 1659, Statutes of 1984, added and amended Education Code
Sections 35295, 35296, 35297, 40041.5, and 40042. The law requires
each school district and county superintendent of schools to establish an .
earthquake emergency procedure in each school building under its

* jurisdiction. In addition, the law requires school districts to grant the use

of school buildings, grounds, and equipment to public agencies for mass
care and welfare shelters during disasters or other emergencies affecting
public health and welfare. This law further eliminated school districts’
authority to recover direct costs from public agencies for the use of
school facilities during local emergencies.

On July23, 1987, the Commission on State Mandates (COSM)
determined that Chapter 1659, Statutes of 1984, imposed a state mandate
reimbursable under Government Code Section 17561.

Parameters and Guidelines establishes the state mandate and defines
reimbursement criteria. COSM adopted Parameters and Guidelines on

March 23, 1989 (last amended on May 29, 2003). In compliance with
_ Government Code Section 17558, the SCO issues claiming instructions

Objective,
Scope, and
Methodology

for mandated programs, to assist local agencies and school districts in
claiming reimbursable costs..

We conducted the audit to determine whether costs claimed represent
increased costs resulting from the Emergency Procedures, Earthquake
Procedures, and Disasters Program for the period of July 1, 2000,
through June 30, 2003. ' '

Our audit scope included, but was not limited to, determining whether
costs claimed were supported by appropriate source documents, not
funded by another source, and not unreasonable and/or excessive.

We conducted the audit according to Government Auditing Standards,
issued by the Comptroller General of the United States, and under the
authority of Government Code Section 17558.5. We did not audit the
district’s financial statements. We limited our audit scope to planning
and performing audit procedures necessary to’ obtain reasonable
assurance that costs claimed were allowable for reimbursement.
Accordingly, we examined transactions, on a test basis, to determine
whether the costs claimed were supported.
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Emergency Procedures, Eaﬂl@@rocedures, and Disasters Program

Conclusion

Views of
Responsible
Officials

Restricted Use

We limited our review of the district’s internal controls to gaining an
understanding of the transaction flow and claim preparation process as
necessary to develop appropriate auditing procedures.

We asked the district’s representative to submit a written representation
letter regarding the district’s accounting procedures, financial records,
and mandated cost claiming procedures as recommended by Government
Auditing Standards. However, the district declined our request.

Our audit disclosed an instance_ of noncompliance with the requirements
outlined above. This instance is described in the accompanying Summary
of Program Costs (Schedule 1) and in the Finding and Recommendatlon
section of this report.

. For the audit period, the Poway Unified School District claimed

$753,508 . for costs of the Emergency Procedures, Earthquake
Procedures, and Disasters Program. Our audit disclosed that $15,144 is
allowable and $738,364 is unallowable.

For fiscal year (FY) 2000-01, the State paid the district $145,699. Our
audit disclosed that $4,108 is allowable. The district should return
$141,591 to the State.

For FY 2001-02, the State paid the district $163,317. Our audit disclosed
that $11,036 is allowable. The district should return $152,281 to the

State.

For FY 2002-03, the State made no payment to the district and our aud1t
disclosed that all of the costs claimed are unallowable.

We issued a draft audit report on June 24, 2005. Randie A. Murrell,
Chief Financial Officer, responded by letter dated July 11, 2005
(Attachment), disagreeing with the audit results. This final audit report
includes the district’s response.

* This report is solely for the information and use of the Poway Unified

School District, the SanDiego County Office of Education, the
California Department of Education, the California Department of
Finance, and the SCO; it is not intended to be and should not be used by
anyone other than these specified parties. This restriction is not intended
to limit distribution of this report, which is a matter of public record.

- FFREY V. BROWNFIELD

Chief, Division of Audits
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o Schedule 1—
Summary of Program Costs
July 1, 2000, through June 30, 2003

Actual Costs - Allowable Audit
Cost Elements : ‘ Claimed per Audit Adjustment '

July 1, 2000, through June 30, 2001 _

Salaries and benefits $ .210,031 $ 3,687 $ (206,344)

Materials and supplies : 299 299 —

Total direct costs ‘ 210,330 3,986 (206,344)

Indirect costs 6,436 - 122 (6,314)

Total direct and indirect costs 216,766 4,108 (212,658)

Less offsetting savings/reimbursements - — —_ —

Total program costs ' $ 216,766 4,108 $ (212,658)

Less amount paid by the State : (145,699)

Allowable costs claimed in excess of (less than) amount paid $ (141,591)

July 1, 2001, through June 30, 2002 | |

Salaries and benefits » $ 229,122 $ 10463 $ (218,659)

Materials and supplies : 7 84 84 —

Total direct costs 229,206 10,547 (218,659)

Indirect costs. 10,635 489 (10,146)

Total direct and indirect costs » 239,841 11,036 (228,805)

Less offsetting savings/reimbursements ‘ — — —

Total program costs _ $ 239,841 11,036 $ (228,805)

Less amount paid by the State - (163,317)

Allowable costs claimed in excess of (less than) amount paid $ (152,281)

July 1. 2002. through June 30, 2003

Salaries and benefits . $ 284,034 $ — § (284,034)

Materials and supplies — o — —
" Total direct costs : 284,034 — (284,034)

Indirect costs 12,867 — (12,867)

Total direct and indirect costs ’ 296,901 — (296,901)

Less offsetting savings/reimbursements — — —_

Total program costs ' | " $ 296,901 - —  $ (296,901)

‘Less amount paid by the State : ‘ —

Allowable costs claimed in excess of (less than) amount paid $ —
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Poway Unified School District {D Emergency Procedures, Eartiﬁ/é?é Procedures, and Disasters Program

Schedule 1 (continued)

Actual Costs ‘Allowable - Audit

Cost Elements Claimed - per Audit Adjustment '

- Summary: July 1, 2000, through June 30, 2003 |

Salaries and benefits . $ 723,187 $ 14,150 $ (709,037)

Materials and supplies 383 383 L —

Total direct costs 723,570 14,533 (709,037)

Indirect costs 29,938 611 (29,327)

Total direct and indirect costs 753,508 15,144  (738,364)
-Less offsetting savings/reimbursements - _ — — —

Total program costs ' $ 753,508 15,144 $ (738,364)

Less amount paid by the State : (309,016)

Allowable costs claimed in excess of (less than) amount paid $(293,872)

1 See the Finding and Recommendation section,
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Finding and Recommendation

FINDING— The district claimed unallowable salary and benefit costs totaling

Unallowable salary, $709,037 for the audit period. The-related indirect costs total $29,327.
benefit, and related . The unallowable costs occurred because costs claimed were not

supported with adequate source documentation. The district claimed
. salary and benefit costs for updating thc earthquake emergency
~ procedure system and training staff.

indirect costs

Updating System :

The district claimed costs for updating its Standardized Emergency

. Management System (SEMS). However, SEMS includes all disaster
scenarios; it is not limited to earthquakes. The district did not provide
any documentation to show SEMS costs specifically attributable to
earthquakes; therefore, the district did not document actual mandate- -
related costs. In addition, the district claimed costs supported by
employee declarations. District employees did not complete the
declarations contemporaneously and did not identify the date on which
the employee performed mandated activities. Furthermore, the district
did not provide any supporting documentation for $19,452 of the costs
claimed.

Training Staff :
The district claimed 1.5 hours per district employee for fiscal year (FY)
2000-01 and FY 2001-02, and 1.75 hours per district employee for FY
2002-03. The district provided employee declarations signed by school
principals, which indicate that all school site employees attended. 1.5 or
1.75 hours of training. However, these employee declarations. are
insufficient documentation to support training hours claimed. The district
provided a letter dated September 13, 2004, which was addressed to
school principals from the district’s consultant. Regarding training hours
claimed, the letter states, “These hours are based on an original study
done a few years ago. . . . | have attached a certification for each year for
you to sign stating that the training for those years did take place....”
Therefore, the employee certifications were mnot completed .
contemporaneously. Furthermore, the district did not provide any
documentation to support the “original study” referenced in the
consultant’s letter. : '

The district also provided various emergency drill reports, and disaster
committee and school site staff meeting agendas. Emergency drill reports
did not identify which staff performed mandated activities or the amount
of time spent on mandated activities. In addition, in-classroom teacher
time spent during earthquake drills is not reimbursable. Furthermore,
disaster committee and school site staff meeting agendas did not 1dent1fy
time spent on mandate-related activities.
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Poway Unified School District (’i

The following table summarizes the audit adjustment. | ,

Fiscal Year
2000-01 2001-02 2002-03 Total

Salary and benefit costs:

Updating system ‘ )
Not mandate-related $ (5395 $ (16,137) $ (10,873) § (32,405)
No supporting documentation (2,189) -(163)  (17,100)  (19452)
Employee declarations (4,197) (7,226) — '(11,423)

- Subtotal - (11,781)  (23,526) (27,973) ~ (63,280)

Employee training (194,563) (195,133) _ (256,061) _(645,757)
Total salary and benefit costs (206,344) (218,659) (284,034)  (709,037)
Related indirect costs ) 6,314) _ (10,146)  (12,867) _ (29,327)
Audit adjustment $(212,658) $ (228,805) $(296,901) $(738,364)

Parameters and Guidelines states:

To be eligible for mandated cost reimbursernent 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...
declarations. . . . However, corroborating documents cannot be
substituted for source documents.

Regarding reimbursable activities, Parameters and Guidelines states:

. . in-classroom teacher time spent on the instruction of students on the
earthquake emergency procedure system is not reimbursable. '

To claim salary and benefit costs, Parameters and ‘Guidelines requires
districts to:: ) : :

Report each employee implementing the reimbursable activities by
name, job classification, and productive hourly rate. Describe the
specific reimbursable activities performed and the hours devoted to
each reimbursable activity performed. '

To claim training costs, Parameters and Guidelines requires districts to:

... Report the name and job classification of each employee [attending
training]. 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. . . . ‘
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Recommendation

We recommend that the district support salary and benefit costs claimed
with actual time records and training records that meet the requirements
of Parameters and Guidelines.

District’s Response

For unallowable costs related to updating the system, the district
commented on all three issues (not mandate-related, no supporting
documentation, and employee declarations). The district also commented
on the audit adjustment for unallowable. employee training costs and
provided overall comments regarding source documentation. For- each
issue, the district’s comments are as follows.

Not mandate-related

. The Controller erroneously believes the scope of the mandate is
]Jmlted to earthquake preparedness procedures. and planning, which is an
error of law. The adjustment is without legal basis.

The draft audit report alleges that SEMS activities exceed the scope of
the mandate. The parameters and guidelines describe the reimbursable
activities to include salary and benefits of employees who prepare and
implement the emergency procedure system and supply costs directly
related to the establishment of an emergency procedure system. The
emergency procedure system is not limited to earthquake procedures as
alleged by the Controller.

The Controller, not the District, has the burden of showing how the
SEMS activities exceed the parameters and guidelines for all
emergency procedures. The Controller did not cite any statutory basis
for its SEMS disallowance. . . .

No supporting documentation

. The draft audit report does not indicate what type of costs were
dlsallowed and the type of documentation which would be required to
support these costs.

Employee declarations

. The Controller has not mdlcated what law prevents the use of
declaratlons and  requires those declarations to  be
contemporaneous. . . .

- The Parameters and Guidelines extant for the fiscal years of the claims
audited do not provide advance notice that “declarations” are
unacceptable documentation, or that they must be contemporaneously
completed. The fact that the declarations are dated after the activity
reported occurred is not a valid .objection because the claims are
prepared months after the activity reported... .. The Commission on
State Mandates, which.has appellate jurisdictlon for Controllér audits,
does not conduct hearings according to technical rules relating to
evidence and witnesses and allows the admission of all relevant
evidence on which responsible persons are accustomed to rely in the
conduct of serious affairs.... The Controller cannot establish a
standard by audit practice which exceeds that of the Commission and
the courts which have jurisdiction over the audit. :

96 Steve Westly « California State Controller T




Poway Unified School District é?@ Emergencji Procedures, Earﬂ@e Procedures, and Disas'térsﬁProgran'z‘

Employee training costs

...as far as the Controller is concerned, none on-the documentation.
prepared in the normal course of implementing the State mandate
(agendas and drill reports) are sufficient for mandate cost accounting

* purposes, and further, that documentation specifically prepared for
mandate reimbursement reporting, the declarations, are too- little and
too late. . .. .

It appears the District’s mandate reimbursement consultant incorrectly
included the time of classroom teachers for emergency procedures
planning and drills. However, the Controller’s draft audit report does
not specify the amounts applicable for this disallowance reason.

7 Source documentation

The entire basis of the Controller’s adjustments is the quantity and
quality of District documentation. It appears as if the draft audit report
is applying some previously unpublished definition to the term “source
documents.” In fact, the definition applied by the audit report is still
undefined and unpublished because no where in the draft audit report
does it state what kind of “source documents” would satisfy its
unpublished demands. The Controller references parameters and
guidelines standards which were not in effect during the fiscal period of
the claims as the reason for adjustments even though the District was
not on notice of the alleged necessity for contemporaneous and
corroborated: documentation. The District has made available to the
‘auditors source documents prepared in the normal course -of
implementing the mandate and which comply with ‘the relevant
parameters and guidelines standards. The Controller is holding the
District to an unpublished definition for “source documents.”

SCO’s Comment

Our finding and recommendation remain unchanged. The following are
our comments on the issues presented in the district’s response.

Not mandate—relat'ed

The district incorrectly summarized Parameters and Guidelines
(amended May 29, 2003), which specifies that the reimbursable activities
include an earthquake emergency procedure system. Education Code

. Sections 35295 through 35297 are all contained within Article 10.5,
entifted “Earthquake Emergency Procedures.” No other disasters or
emergencies are specifically mentioned in any of these Education Code
sections. Education Code Section 35295(c) states that, “it is therefore the
intent of the legislature in enacting this article to authorize the
establishment of earthquake emergency procedure systems in [California
schools].” The Legislative statement of intent limits the mandated
program scope to earthquake emergency procedures. The statutes are
void of any language that would support a reimbursement claim for any
other types of disaster or emergency preparation.

The- district claimed salary and benefit costs related to updating its
standardized emergency management system (SEMS). The district
updated its SEMS emergency preparedness plan in accordance with
district Board policy, Section 6.85,  which states, “The District .
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Superintendent shall develop an emergency preparedness plan which
complies with the state education and government codes and the

requirements of [SEMS].”

District administrative procedure Section 6.85.1 and California Code of
Regulations, Title 19, Section 2402, define an emergency as follows:

“Emergency” means a condition of disaster or of extreme peril to the

safety of persons and property caused by such conditions as air

pollution, fire, flood, hazardous material incident, storm, epidemic, riot,”
drought, sudden and severe energy shortage, plant or animal

infestations or “disease, [earthquake], or other conditions, other than -
conditions resulting from a labor controversy.

The district: did not provide documentation that identifies SEMS costs
applicable to earthquakes.

No supporting documentation

On April 1, 2005, we provided detailed supporting working papers to the
district’s Director of Accounting. We provided the same working papers
to all exit conference attendees present on May 3, 2005. The supporting
working papers specifically identify costs claimed for which the district
provided no supporting documentation. The district is required to provide
supporting documentatlon that meets the requlrements of Parameters.
and Guidelines.

Employee declarations

The audit finding quotes Parameters and Guidelines (amended May 29,

2003), which is applicable to claims filed in FY 2000-01 through FY

2002-03. It states that source documents must be contemporaneous, and

it specifies that declarations may not be substituted for source

documents. The date on which the district prepares its mandated cost

claim is irrelevant to the date(s) on which employees prepare
" documentation that supports costs claimed.

Einployee training costs -

To support training costs claimed, the district provided employee
declarations, which state that all school-site employees attended training.
The district prepared the declarations in response to our audit. The
district prepared the declarations based on an undocumented prior year’s
study. The declarations do not represent actual costs. '

To support the declarations, the district provided various emergency drill
reports. However, the reports did not identify which employees
performed mandated activities or the amount of time employees spent on
mandated activities. Therefore, we are unable to identify the specific
costs claimed related to time spent by teachers during earthquake drills.
It is the district’s responsibility to reconcile supporting documentation
with costs claimed.
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Source documentation

Parameters and Guidelines (amended May 29, 2003, and applicable to
claims filed for FY 2000-01 through FY 2002-03) states:

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. ..
. decla:aﬁons. ...However, - corroborating documents cannot be
" substituted for source documents.

For training costs claimed, documentation that the district provided was
not “source documents prepared in the normal course of implementing

‘the mandate.” The district’s consultant requested that district employees

prepare employee declarations only after we notified the district that we
would audit the district’s mandated cost claims.

The district’s response included comments regérding the SCO’s authority
to audit costs claimed for FY 2000-01. The district’s response and SCO’s
comment are as follows. '

District’s Response

- The District’s Fiscal Year 2000-01 claim was filed on January 8, 2002.
Pursuant to Government Code Section 17558.5, this claim is subject to
audit until December 31, 2004. The draft audit report is dated June 24, '
2005. Therefore, the proposed audit adjustments for FY 2000-01 are
barred by the statute of limitations. :

SCQO’s Comment

Our audit scope remains unchanged. Government Code Section
17558.5(a), effective July 1, 1996, states that a district’s reimbursement

~ claim is subject to audit no later than two years after the end of the

calendar year in which the claim is filed or last amended. The district’s
Director of Finance signed and dated the district’s FY 2000-01 claim on
January 15, 2002. We conducted an audit entrance conference with the
district on September 20, 2004, which is within the statute of limitations. -
For the audit period, there was no statutory language defining when the
SCO must issue an-audit report. : .
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v

Public records “The district’s response included a Public Records Act request. The

request district’s response and SCO’s comment are as follows.

District’s Response:

The District requests that the Controller provide the District any and all
written instructions, memorandums, or other writings in effect and
applicable during the claiming period which defines “source
documents” or declares that “declarations are - unacceptable
documentation.” '

SCO’s Comment

In a separate letter dated July 22, 2005, we provided the district with -
copies of Parameters and Guidelines amended May 29, 2003;
Parameters and Guidelines amended February 28, 1991; and SCO.
claiming instructions dated October 1996 and August 11, 2003.

100 Steve Westly « California State Controller 1
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This letter is:the-response ofthe PowayUnified School District to the létter to Donald A.
Phillips;, E intendent, from-Vincent P. Brown-dated