APPENDIX E

ATTACHMENTS
I - XVII
Attachment I

CONTRACTOR’S ADMINISTRATION
CONTRACTOR’S NAME: _______________________________________________________ 

CONTRACT NO: _______________                                    

CONTRACTOR’S PROJECT MANAGER:

Name:
_____________________________


Title:
_____________________________


Address:



Telephone:
________________________________
Facsimile:
________________________________

E-Mail Address:
________________________________
CONTRACTOR’S AUTHORIZED OFFICIAL(S)

Name:
_____________________________


Title:
_____________________________


Address:



Telephone:
________________________________
Facsimile:
________________________________

E-Mail Address:
________________________________

Name:
_____________________________


Title:
_____________________________


Address:



Telephone:
________________________________
Facsimile:
________________________________

E-Mail Address:
________________________________

Notices to Contractor shall be sent to the following:

Name:
_____________________________


Title:
_____________________________


Address:



Telephone:
________________________________
Facsimile:
________________________________

E-Mail Address:
________________________________
Attachment II

COUNTY’S ADMINISTRATION

CONTRACT NO. _________________

CSS DIRECTOR:

Name:
Cynthia Banks



Title:
Director



Address:
3175 West Sixth Street



Los Angeles, CA 90020


Telephone: (213) 738-4208



Facsimile:
(213) 380-8275

E-Mail Address:
 cbanks@css.co.la.ca.us

COUNTY CONTRACT PROGRAM MANAGER (CPM):

Name: 
Carol Domingo


Title: 
Contract Program Manager


Address: 
3175 West Sixth Street



Los Angeles, CA 90020


Telephone: (213) 351-5090


Facsimile: 
(213) 639-6056

E-Mail Address:
 cdomingo@css.lacounty.gov

COUNTY CONTRACT COMPLIANCE MANAGER (CCM):

Name:
Jackie Sakane


Title:
Compliance Manager


Address:
3175 West Sixth Street



Los Angeles, CA 90020


Telephone:
(213) 739-7390


Facsimile:
(213) 639-1695

E-Mail Address: jsakane@css.lacounty.gov

Attachment III


CHARITABLE CONTRIUTIONS CERTIFICATION

________________________________________________________________________

Company Name

________________________________________________________________________

Address

________________________________________________________________________

Internal Revenue Service Employer Identification Number

________________________________________________________________________

California Registry of Charitable Trusts “CT” number (if applicable)

The Nonprofit Integrity Act (SB 1262, Chapter 919) added requirements to California’s Supervision of Trustees and Fundraisers for Charitable Purposes Act which regulates those receiving and raising charitable contributions.

Check the Certification below that is applicable to your company.
(
Applicant or Contractor has examined its activities and determined that it does not now receive or raise charitable contributions regulated under California’s Supervision of Trustees and Fundraisers for Charitable Purposes Act.  If Applicant engages in activities subjecting it to those laws during the term of a County contract, it will timely comply with them and provide County a copy of its initial registration with the California State Attorney General’s Registry of Charitable Trusts when filed.

                                                                          OR

(
Applicant or Contractor is registered with the California Registry of Charitable Trusts under the CT number listed above and is in compliance with its registration and reporting requirements under California law.  Attached is a copy of its most recent filing with the Registry of Charitable Trusts as required by Title 11 California Code of Regulations, sections 300-301 and Government Code sections 12585-12586. 

___________________________________________

___________


Signature

Date

Name and Title of Signer (please print)



Attachment IV
[image: image6.png]Ley de

Entrega de Bebés
Sin Peligro

¢Queé es la Ley de Entrega de
Bebés sin Peligro?

Cada recién nacido se mevece la oportunidad

de tener una vida saludable. Si alguien que

usted conoce estd pensando en abandonar a un

recién nacido, inférmele que tiene otras

apciones. Hasta tres dias (72 horas) después del

nacimiento, se puede entregar un recién nacido

al personal de cualquier hospital o cuartel de

bomberos del condado de Los Angeles.

Historia de un bebé

A la mafiana temprano del dfa 9 de abril de 2005, se entregé un recién nacido saludable a las enfermeras del
Harbor-UCLA Medical Center. La mujer que llevé el recién nacido al hospital se dio a conocer como la tfa del
bebé, y dijo que la madre le habia pedido que llevara al bebé al hospital cn su nombre. Le entregaron a la tia un
brazalete con un némero que coincidia con la pulsera del bebé; esto servirfa como identificacién en caso de que la madre
cambiara de opinién con respecto ha entrega del bebé y decidiera recuperarlo dentro del periodo de 14 dias que permite esta
ley. También le dieron a la tia un cuestionario médico, y ella dijo que la madre lo llenaria y lo enviarfa de vuelta dentro del sobre con
franqueo pagado que le hablan dado. El personal médico examin al bebé y se determind que estaba saludable y a término. El bebé fue
ubicado con una buena familia que ya habia sido aprobada para adoptarlo por el Departamento de Servicios para Nifios y Familias.

En el Condado de Los Angeles: 1-877-BABY SAFE » 1-877-222-9723

£Como funciona?

El padre/madre con dificultades que no
pueda o no quicra cuidar de su recién
nacido puede entregarlo en forma legal,
confidencial y segura dentro de los tres dias
(72 horas) del nacimiento. El bebé debe ser
entregado a un empleado de cualquicr
hospital o cuartel de bomberos del Condado
de Los Angeles. Siempre que el bebé no
presente signos de abuso o negligencia, no
serd necesario suministrar nombres ni
informacién alguna. Si el padre/madre
cambia de opinién posteriormente y desea
recuperar a su bebé, los trabajadores
utilizarén brazaletes para poder vincularlos.
El bebé llevard un brazalete y el
padre/madre o ¢l adulto que lo entregue
recibirk un brazalete igual

¢Qué pasa si el padre/madre
desea recuperar a su bebé?

Los padres que cambien de opinién
pueden comenzar el proceso de reclamar a
su recién nacido dentro de los 14 dfas.
Estos padres deberdn llamar al
Departamento de Servicios para Nifios y
Familias (Department of Children and
Family Services) del Condado de Los
Angeles al 1-800-540-4000.

¢Solo los padres podran llevar
al recién nacido?

No. Si bien en la mayoria de los casos
son los padres los que llevan al bebé, la
ley permite que otras personas lo hagan
si tienen custodia legal.

¢Los padres o el adulto que
entrega al bebé deben llamar
antes de llevar al bebé?

No. El padre/madre o adulto puede llevar
al bebé en cualquier momento, las 24
horas del dia, los 7 dfas de la semana,
siempre y cuando entreguen a su bebé a un
empleado del hospital o cuartel de
bomberos.

www.babysafela.org

¢Es necesario que el padre/
madre o adulto diga algo a las
personas que reciben al bebé?
No. Sin embargo, ¢l personal del hospital o
cuartel de bomberos le pedité a la persona
que entregue al bebé que llene un
cuestionatio con la finalidad de recabar
antecedentes médicos importantes, que
resultan de gran utilidad para cuidar bien
del bebé. El cuestionario incluye un sobre
con l scllo postal pagado para enviarlo en

otro momento.

¢Qué pasara con el bebé?

El bebé ser4 examinado y le brindarén
atencién médica. Cuando le den e alta del
hospital, los trabajadores sociales
inmediatamente ubicarén al bebé en un
hogar seguro donde estard bien atendido, y
se comenzard el proceso de adopcién.

¢Qué pasara con el padre/madre
0 adulto que entregue al bebé?
Una vez que los padres o adulto hayan
entregado al bebé al personal del hospital o
cuartel de bomberos, pucden irse en

cualquicr momento.

iPor qué se esta haciendo esto
en California? ?

La finalidad de la Ley de Entrega de Bebés
sin Peligro es proteger a los bebés para que
no sean abandonados, lastimados o
muertos por sus padres. Usted
probablemente haya escuchado historias
trigicas sobre bebés abandonados en
basurcros o en bafios pblicos. Los padres
de esos bebés probablemente hayan estado
pasando por dificultades emocionales
graves. Las madres pueden haber ocultado
su embarazo, por temor a lo que pasaria si
sus familias se enteraran. Abandonaron a
sus bebés porque tenfan micdo y no tenian
nadie a quien pedir ayuda. El abandono
de un recién nacido es ilegal y pone al bebé
en una situacién de peligro extremo. Muy
a menudo el abandono provoca la muerte
del bebé. La Ley de Entrega de Bebés sin
Peligro impide que vuclva a suceder esta
tragedia en California.





Department of the Treasury 
Internal Revenue Service 

Notice 1015 

(Rev. December 2006) 

Have You Told Your Employees About the Earned Income Credit (EIC)? 

What Is the EIC? 

The EIC is a refundable tax credit for certain workers. 

Which Employees Must I Notify About the EIC? 

You must notify each employee who worked for you at any time during the year and from whom you did not withhold income tax. However, you do not have to notify any employee who claimed exemption from withholding on Form W-4, Employee's Withholding Allowance Certificate. 

Note. You are encouraged to notify each employee whose wages for 2006 are less than $38,348 that he or she may be eligible for the EIC. 

How and When Must I Notify My Employees? You must give the employee one of the following: 

· The IRS Form W-2, Wage and Tax Statement, which has the required information about the EIC on the back of Copy B. 

· A substitute Form W-2 with the same EIC information on the back of the employee's copy that is on Copy B of the IRS Form W-2. 

· Notice 797, Possible Federal Tax Refund Due to the Earned Income Credit (EIC). 

· Your written statement with the same wording as Notice 797. 

If you are required to give Form W-2 and do so on time, no further notice is necessary if the Form W-2 has the required information about the EIC on the back of the employee's copy. If a substitute Form W-2 is given on time but does not have the required information, you must notify the employee within 1 week of the date the substitute Form W-2 is given. If Form W-2 is required but is not given on time, you must give the employee Notice 797 or your written statement by the date Form W-2 is required to be given. If Form W-2 is not required, you must notify the employee by February 7, 2007. 

You must hand the notice directly to the employee or send it by First-Class Mail to the employee's last known address. You will not meet the notification requirements by posting Notice 797 on an employee bulletin board or sending it through office mail. However, you may want to post the notice to help inform all employees of the EIC. You can get copies of the notice from the IRS website at www.irs.gov or by calling 1-800-829-3676. 

How Will My Employees Know If They Can Claim the EIC? 

The basic requirements are covered in Notice 797. For more detailed information, the employee needs to see the 2006 instructions for Form 1040, 1040A, 1040EZ, or Pub. 596, Earned Income Credit (EIC). 

How Do My Employees Claim the EIC? 

Eligible employees claim the EIC on their 2006 tax return. Even employees who have no tax withheld from their pay or owe no tax can claim the EIC and get a refund, but they must file a tax return to do so. For example, if an employee has no tax withheld in 2006 and owes no tax but is eligible for a credit of $824, he or she must file a 2006 tax return to get the $824 refund. 

How Do My Employees Get Advance EIC Payments? 

Eligible employees who expect to have a qualifying child for 2007 can get part of the credit with their pay                                                                                                                                                                                                                                                                                                         Earned Income Credit Advance Payment Certificate. You must include advance EIC payments with wages paid to these employees, but the payments are not wages and are not subject to payroll taxes. Generally, the payments are made from withheld income, social security, and Medicare taxes. For details, see Pub. 15 (Circular E), Employer's Tax Guide. 

Notice 1015 (Rev. 12-2006) 

Cat. No.205991 

Attachment V
COUNTY OF LOS ANGELES CONTRACTOR EMPLOYEE JURY SERVICE PROGRAM

CERTIFICATION FORM AND APPLICATION FOR EXCEPTION

The County’s solicitation for this Request for Statement of Qualifications is subject to the County of Los Angeles Contractor Employee Jury Service Program (Program), Los Angeles County Code, Chapter 2.203.  All proposers, whether a contractor or subcontractor, must complete this form to either certify compliance or request an exception from the Program requirements.  Upon review of the submitted form, the County department will determine, in its sole discretion, whether the proposer is excepted from the Program.

	Company Name:

	Company Address:

	City:                                                                State:                                             Zip Code:

	Telephone Number:

	Solicitation For ____________ Services:


If you believe the Jury Service Program does not apply to your business, check the appropriate box in Part I (attach documentation to support your claim); or, complete Part II to certify compliance with the  Program.  Whether you complete Part I or Part II, please sign and date this form below.

Part I:  Jury Service Program is Not Applicable to My Business

· My business does not meet the definition of “contractor,” as defined in the Program, as it has not received an aggregate sum of $50,000 or more in any 12-month period under one or more County contracts or subcontracts (this exception is not available if the contract itself will exceed $50,000).  I understand that the exception will be lost and I must comply with the Program if my revenues from the County exceed an aggregate sum of $50,000 in any 12-month period.

· My business is a small business as defined in the Program.  It 1) has ten or fewer employees; and, 2) has annual gross revenues in the preceding twelve months which, if added to the annual amount of this contract, are $500,000 or less; and, 3) is not an affiliate or subsidiary of a business dominant in its field of operation, as defined below.  I understand that the exception will be lost and I must comply with the Program if the number of employees in my business and my gross annual revenues exceed the above limits.
“Dominant in its field of operation” means having more than ten employees, including full-time and part-time employees, and annual gross revenues in the preceding twelve months, which, if added to the annual amount of the contract awarded, exceed $500,000.

“Affiliate or subsidiary of a business dominant in its field of operation” means a business which is at least 20 percent owned by a business dominant in its field of operation, or by partners, officers, directors, majority stockholders, or their equivalent, of a business dominant in that field of operation.

· My business is subject to a Collective Bargaining Agreement (attach agreement) that expressly provides that it supersedes all provisions of the Program.

OR

Part II:  Certification of Compliance

· My business has and adheres to a written policy that provides, on an annual basis, no less than five days of regular pay for actual jury service for full-time employees of the business who are also California residents or my company will have and adhere to such a policy prior to award of the contract.

I declare under penalty of perjury under the laws of the State of California that the information stated above is true and correct.

	Print Name:
	Title:

	Signature:
	Date:


Attachment VI

SAFELY SURRENDERED BABY LAW

[image: image1.png]



Attachment VI, cont.
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Attachment VI, cont.
[image: image4.png]In Los Angeles County: 1 877 BABY SAFE 1 877 222 9723
www.babysafela.org

s ur re n d e re d How does it work? Does the parent or surrendering
A distressed parent who is unable or adult have to tell anything to

B by Law unvilling to care for a baby can legally,  the people taking the baby?
confidentially, and safely surrender a No. However, hospital or fire station

baby within three days (72 hours) of personnel will ask the surrendering party
What is the Safely birch. The baby must be handed toan (o fill out a questionnaire designed to
employee at a hospital or fire station in gather important medical history
Surrendered Baby Law? Los Angeles County. As long as the information, which is very useful in
baby shows no sign of abuse or neglect,  caring for the baby. The questionnaire
no name or other information is includes a stamped return envelope and
required. In case the parent changes his  can be sent in at a later time.
or her mind at a later date and wants the
baby back, staff will use bracelets to help  What happens to the bahy?
connect them to each other. One The baby will be examined and given
bracelet will be placed on the baby, and  medical treacment. Upon release from
a matching bracelet will be given to the  the hospital, social warkers immediately

parent or other surrendering adule. place the baby in a safe and loving home
A and begin the adoption process.

the baby back? What happens to the parent
Parents who change their minds can or surrendering adult?

begin the process of reclaiming their Once the parent or surrendering

baby within 14 days. These parents adult surrenders the baby to hospital
should call the Los Angeles County or fire station personnel, they may

Department of Children and Family leave at any time.
Services at 1-800-540-4000.

Why is California doing this?
Can only a parent The purpose of the Safely Surrendered
bring in the baby? Baby Law is to protect babies from
No. While in most cases a parent will being abandoned, hurt or killed by their
bring in the baby, the Law allows other  parents. You may have heard tragic
people to bring in the baby if they have
lawful custody.

stories of babies left in dumpsters or
public bathrooms. Their parents may
have been under severe emotional
Does the parent or surrendering giscress. The mothers may have hidden
adult have to call before their pregnancies, fearful of what would
bringing in the baby? happen if their families found out.

No. A parent or surrendering adult can  Because they were afraid and had no
bring in a baby anytime, 24 hours a day,  one or nowhere to turn for help, they
7 days a week; as long as the parent or abandoned their babies. Abandoning a
surrendering adult surrenders the baby  baby is illegal and places the baby in

to someone who works at the hospital extreme danger. Too often, it results in
or fire station. the baby's death. The Safely
Surrendered Baby Law prevents chis
tragedy from ever happening again in
California.

A babys story

Early in the morning on April 9, 2005, a healthy baby boy was safely surrendered to nurses at Harbor-

UCLA Medical Center. The woman who brought the baby to the hospital identified herself as the baby's aunt
and stated the baby’s mother had asked her to bring the baby to the hospital on her behalf. The aunt was given a
bracelet with a number matching the anklet placed on the baby; this would provide some identification in the event the
mother changed her mind about surrendering the baby and wished to reclaim the baby in the 14-day period allowed by the
Law. The aunt was also provided with a medical questionnaire and said she would have the mother complete and mail back in
the stamped return envelope provided. The baby was examined by medical staff and pronounced healthy and full-term. He was placed
with a loving family that had been approved to adopt him by the Department of Children and Family Services.
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Attachment VII

CONTRACTOR'S EEO CERTIFICATION

CONTRACTOR Name

Address

Internal Revenue Service Employer Identification Number

GENERAL CERTIFICATION

In accordance with Section 4.32.010 of the Code of the COUNTY of Los Angeles, the CONTRACTOR, supplier, or vendor certifies and agrees that all persons employed by such firm, its affiliates, subsidiaries, or holding companies are and will be treated equally by the firm without regard to or because of race, religion, ancestry, national origin, or sex and in compliance with all anti-discrimination laws of the United States of America and the State of California.

CONTRACTOR'S SPECIFIC CERTIFICATIONS

1.
The CONTRACTOR has a written policy statement prohibiting
Yes (
No (

discrimination in all phases of employment.
2.
The CONTRACTOR periodically conducts a self analysis
Yes (
No (

or utilization analysis of its work force.

3.
The CONTRACTOR has a system for determining if
Yes (
No (

its employment practices are discriminatory 


against protected groups.

4.
Where problem areas are identified in employment
Yes (
No (

practices, the CONTRACTOR has a system for taking 


reasonable corrective action, to include


establishment of goals or timetables.

Authorized Official’s Printed Name and Title

Authorized Official’s Signature



Date


 Attachment VIII
CONTRACTOR EMPLOYEE ACKNOWLEDGEMENT AND CONFIDENTIALITY AGREEMENT
(Note: This certification is to be executed and returned to COUNTY with CONTRACTOR's executed Contract.  Work cannot begin on the Contract until COUNTY receives this executed document.)

CONTRACTOR Name  _________________________________________     Contract No.___________
Employee Name  ____________________________________________________________________

GENERAL INFORMATION:

Your employer referenced above has entered into a contract with the COUNTY of Los Angeles to provide certain services to the COUNTY.  The COUNTY requires your signature on this CONTRACTOR Employee Acknowledgement and Confidentiality Agreement.

EMPLOYEE ACKNOWLEDGEMENT:

I understand and agree that the CONTRACTOR referenced above is my sole employer for purposes of the above-referenced contract.  I understand and agree that I must rely exclusively upon my employer for payment of salary and any and all other benefits payable to me or on my behalf by virtue of my performance of work under the above-referenced contract.

I understand and agree that I am not an employee of the COUNTY of Los Angeles for any purpose whatsoever and that I do not have and will not acquire any rights or benefits of any kind from the COUNTY of Los Angeles by virtue of my performance of work under the above-referenced contract.  I understand and agree that I do not have and will not acquire any rights or benefits from the COUNTY of Los Angeles pursuant to any agreement between any person or entity and the COUNTY of Los Angeles.

I understand and agree that I may be required to undergo a background and security investigation(s).  I understand and agree that my continued performance of work under the above-referenced contract is contingent upon my passing, to the satisfaction of the COUNTY, any and all such investigations.  I understand and agree that my failure to pass, to the satisfaction of the COUNTY, any such investigation shall result in my immediate release from performance under this and/or any future contract.

CONFIDENTIALITY AGREEMENT:

I may be involved with work pertaining to services provided by the COUNTY of Los Angeles and, if so, I may have access to confidential data and information pertaining to persons and/or entities receiving services from the COUNTY.  In addition, I may also have access to proprietary information supplied by other vendors doing business with the COUNTY of Los Angeles.  The COUNTY has a legal obligation to protect all such confidential data and information in its possession, especially data and information concerning health, criminal, and welfare recipient records.  I understand that if I am involved in COUNTY work, the COUNTY must ensure that I, too, will protect the confidentiality of such data and information.  Consequently, I understand that I must sign this agreement as a condition of my work to be provided by my employer for the COUNTY.  I have read this agreement and have taken due time to consider it prior to signing.

I hereby agree that I will not divulge to any unauthorized person any data or information obtained while performing work pursuant to the above-referenced contract between my employer and the COUNTY of Los Angeles.  I agree to forward all requests for the release of any data or information received by me to my immediate supervisor.  
I agree to keep confidential all health, criminal, and welfare recipient records and all data and information pertaining to persons and/or entities receiving services from the COUNTY, design concepts, algorithms, programs, formats, documentation, CONTRACTOR proprietary information and all other original materials produced, created, or provided to or by me under the above-referenced contract.  I agree to protect these confidential materials against disclosure to other than my employer or COUNTY employees who have a need to know the information.  I agree that if proprietary information supplied by other COUNTY vendors is provided to me during this employment, I shall keep such information confidential.

I agree to report to my immediate supervisor any and all violations of this agreement by myself and/or by any other person of whom I become aware.  I agree to return all confidential materials to my immediate supervisor upon completion of this contract or termination of my employment with my employer, whichever occurs first.

SIGNATURE:


DATE:  _____/_____/_____

PRINTED NAME:

__________________________________________
POSITION:
__________________________________________

Attachment IX

CONTRACTOR NON-EMPLOYEE ACKNOWLEDGEMENT AND CONFIDENTIALITY AGREEMENT
(Note:
This certification is to be executed and returned to COUNTY with CONTRACTOR's executed Contract.  Work cannot begin on the Contract until COUNTY receives this executed document.)
CONTRACTOR Name  _________________________________________     Contract No.___________
Non-Employee Name  ____________________________________________________________________
GENERAL INFORMATION:

The CONTRACTOR referenced above has entered into a contract with the COUNTY of Los Angeles to provide certain services to the COUNTY.  The COUNTY requires your signature on this CONTRACTOR Non‑Employee Acknowledgement and Confidentiality Agreement.

NON-EMPLOYEE ACKNOWLEDGEMENT:

I understand and agree that the CONTRACTOR referenced above has exclusive control for purposes of the above-referenced contract.  I understand and agree that I must rely exclusively upon the CONTRACTOR referenced above for payment of salary and any and all other benefits payable to me or on my behalf by virtue of my performance of work under the above-referenced contract.

I understand and agree that I am not an employee of the COUNTY of Los Angeles for any purpose whatsoever and that I do not have and will not acquire any rights or benefits of any kind from the COUNTY of Los Angeles by virtue of my performance of work under the above-referenced contract.  I understand and agree that I do not have and will not acquire any rights or benefits from the COUNTY of Los Angeles pursuant to any agreement between any person or entity and the COUNTY of Los Angeles.

I understand and agree that I may be required to undergo a background and security investigation(s).  I understand and agree that my continued performance of work under the above-referenced contract is contingent upon my passing, to the satisfaction of the COUNTY, any and all such investigations.  I understand and agree that my failure to pass, to the satisfaction of the COUNTY, any such investigation shall result in my immediate release from performance under this and/or any future contract.

CONFIDENTIALITY AGREEMENT:

I may be involved with work pertaining to services provided by the COUNTY of Los Angeles and, if so, I may have access to confidential data and information pertaining to persons and/or entities receiving services from the COUNTY.  In addition, I may also have access to proprietary information supplied by other vendors doing business with the COUNTY of Los Angeles.  The COUNTY has a legal obligation to protect all such confidential data and information in its possession, especially data and information concerning health, criminal, and welfare recipient records.  I understand that if I am involved in COUNTY work, the COUNTY must ensure that I, too, will protect the confidentiality of such data and information.  Consequently, I understand that I must sign this agreement as a condition of my work to be provided by the above-referenced CONTRACTOR for the COUNTY.  I have read this agreement and have taken due time to consider it prior to signing.

I hereby agree that I will not divulge to any unauthorized person any data or information obtained while performing work pursuant to the above-referenced contract between the above-referenced CONTRACTOR and the COUNTY of Los Angeles.  I agree to forward all requests for the release of any data or information received by me to the above-referenced CONTRACTOR.
I agree to keep confidential all health, criminal, and welfare recipient records and all data and information pertaining to persons and/or entities receiving services from the COUNTY, design concepts, algorithms, programs, formats, documentation, CONTRACTOR proprietary information, and all other original materials produced, created, or provided to or by me under the above-referenced contract.  I agree to protect these confidential materials against disclosure to other than the above-referenced CONTRACTOR or COUNTY employees who have a need to know the information.  I agree that if proprietary information supplied by other COUNTY vendors is provided to me, I shall keep such information confidential.

I agree to report to the above-referenced CONTRACTOR any and all violations of this agreement by myself and/or by any other person of whom I become aware.  I agree to return all confidential materials to the above-referenced CONTRACTOR upon completion of this contract or termination of my services hereunder, whichever occurs first.

SIGNATURE:


DATE:  _____/_____/_____

PRINTED NAME:

__________________________________________



POSITION:
  _______________________________________________
Attachment X

AUDITOR–CONTROLLER CONTRACT ACCOUNTING

AND ADMINISTRATION HANDBOOK

The following handbook is designed for inclusion in most contracts for services entered into by COUNTY departments. The purpose of the handbook is to establish accounting, internal control, financial reporting, and contract administration standards for organizations (CONTRACTORS) who contract with the COUNTY.

AUDITOR-CONTROLLER

CONTRACT ACCOUNTING AND ADMINISTRATION HANDBOOK

The purpose of this Handbook is to establish required accounting, financial reporting, and internal control standards for entities (CONTRACTOR), which contract with the Los Angeles County.

The accounting, financial reporting and internal control standards described in this Handbook are fundamental. These standards are not intended to be all-inclusive or replace acceptable existing procedures or preclude the use of more sophisticated methods.  Instead, this Handbook represents the minimum required procedures and controls that must be incorporated into a CONTRACTOR's accounting and financial reporting systems. The internal control standards described are those that apply to organizations with adequate staffing.  Organizations with a smaller staff must attempt to comply with the intent of the standards and implement internal control systems appropriate to the size of their staff/organization. The CONTRACTOR's Subcontractors must also follow these standards unless otherwise stated in the Contract/Master Agreement.

A.
ACCOUNTING AND FINANCIAL REPORTING

1.0
BASIS OF ACCOUNTING

CONTRACTORS may elect to use either the cash basis or accrual basis method of accounting for recording financial transactions.  Monthly invoices must be prepared on the same basis that is used for recording financial transactions.

1.1
The COUNTY recommends the use of the accrual basis for recording financial transactions.

Accrual Basis

Under the accrual basis, revenues are recorded in the accounting period in which they are earned (rather than when cash is received).  Expenditures are recorded in the accounting period in which they are incurred (rather than when cash is disbursed).

Accruals

Accruals shall be recorded observing the following:

· Only accruals where cash will be disbursed within six months of the accrual
date should be recorded.

· Recorded accruals must be reversed in the subsequent accounting period.

1.2
If an agent elects to use the cash basis for recording financial transactions during the year:

· Necessary adjustments must be made to record the accruals at the 


beginning and the end of the contract/Master Agreement.

· All computations, supporting records, and explanatory notes used in 


converting from cash basis to the accrual basis must be retained.

1.3
Prepaid Expenses
Prepaid expenses (e.g., insurance, service agreements, lease agreements, etc.) should only be expensed during a given Agreement year to the extent goods and services are received during that Agreement year.

2.0 
ACCOUNTING SYSTEM


Each agent shall maintain a double entry accounting system (utilizing debits and credits) with a General Journal, a Cash Receipts Journal, a General Ledger, and a Cash Disbursements Journal.  The COUNTY recommends that a Payroll Register also be maintained.  Postings to the General Ledger and Journals should be made on a monthly basis.

2.1
General Journal
A General Journal shall be maintained for recording adjusting entries, reversing entries, closing entries, and other financial transactions not normally recorded in the Cash Receipts Journal or Cash Disbursements Journal.  Entries in the General Journal must be adequately documented, and entered in chronological order with sufficient explanatory notations.

Example:


DR

CR




Rent Expense

100

Rent Payable



100




To record accrued rent to March 31, 20XX

2.2
Cash Receipts Journal
A Cash Receipts Journal shall be maintained for recording all cash receipts (e.g., COUNTY warrants, contributions, interest income, etc.).  

The Cash Receipts Journal shall contain (minimum requirements) the following column headings:

· Date

· Receipt number

· Cash debit columns

· Income credit columns for the following accounts:

· COUNTY payments (one per funding source)

· Contributions

· Other Income (Grants, sales of supplies/services, rental income, miscellaneous revenue, fees, etc.)

· Description (Entries in the description column must specify the source of cash receipts.)

2.3
Cash Disbursements Journal
A Cash Disbursements Journal shall be maintained for recording all cash disbursements (e.g., rent, utilities, maintenance, etc.)

The Cash Disbursements Journal shall contain (minimum requirements) the following column headings: 

· Date

· Check number

· Cash (credit) column

· Expense account name

· Description

Note (1) Separate expense columns are recommended for salary expense and other recurring expense classifications for each program.

Note (2) Entries in the description column must specify the nature of the expense and the corresponding expense classification if not included in the column heading.

Note (3) Checks should not be written to employees (other than payroll, mileage, travel, and petty cash custodian checks.)

A Check Register may be substituted for the Cash Disbursements Journal, but this is not recommended.  If used, the Check Register must contain the same expense classifications and description information required when a Cash Disbursements Journal is used.

Disbursements without supporting documentation will be disallowed on audit. Cancelled checks and credit card statements (VISA, AMEX, department store, etc.) will not constitute acceptable support.  (See Section A.3.2 and B.2.4) for additional guidance.

2.4
General Ledger
A General Ledger shall be maintained with accounts for all assets, liabilities, fund balances, expenditures, and revenues.  Separate accounts must be maintained for each COUNTY program's expenses and revenues.

2.5
Chart of Accounts
A Chart of Accounts shall be maintained:

· The COUNTY recommends that agents use the expense account titles on the monthly invoice submitted to the COUNTY. 

· If the CONTRACTOR uses account titles, which differ from the account titles on the monthly invoice, each account title must clearly identify the nature of the transaction(s) posted to the account.

· CONTRACTOR must consistently post transactions that are of a similar nature to the same account.  For example, all expenses for travel shall be posted to the account titled "travel" or "travel expense" and not intermixed with other expense accounts.

2.6
Payroll Register
The COUNTY recommends that a Payroll Register be maintained for recording all payroll transactions.  The Register should contain the following: 

· Name

· Position

· Social Security Number

· Salary (hourly wage)

· Payment Record including:

· Accrual period

· Gross pay

· Itemized payroll deductions

· Net pay amount

· Check Number

If a Payroll Register is not used, the information in (2.6) must be recorded in the cash disbursement journal.

CONTRACTOR will ensure compliance with all applicable federal and State requirements for withholding payroll taxes (FIT, FICA, FUTA, SIT, SIU, etc.), reporting, filing (941, DE-7, W-2, W-4 and 1099s), and all applicable tax deposits.

CONTRACTOR will ensure compliance with Internal Revenue Service guidelines in properly classifying employees and independent CONTRACTORS.

2.7
CONTRACTOR Invoices
Each agent shall present an invoice to the COUNTY each calendar month to report the financial activity of the month.  In addition, if advanced funding is involved, an invoice shall be presented at the beginning of the contract period.  Invoices shall be prepared in the manner prescribed by the COUNTY's contracting department.

3.0
RECORDS
Adequate care shall be exercised to safeguard the accounting records and supporting documentation.  Any destruction or theft of the CONTRACTOR's accounting records or supporting documentation shall be immediately reported to the COUNTY.

3.1
Retention

All accounting records (e.g., journals, ledgers, etc.), financial records and supporting documentation (e.g., invoices, receipts, checks, etc.) must be retained for a minimum of five years after the termination of the CONTRACTOR's Agreement.

3.2
Supporting Documentation
All revenues and expenditures shall be supported by original vouchers, invoices, receipts, or other documentation and shall be maintained in the manner described herein.

Invoices, receipts and canceled checks will be required to support an outlay of funds. Unsupported disbursements will be disallowed on audit.  CONTRACTOR will be required to repay COUNTY for all disallowed costs.  Photocopied invoices or receipts, any internally generated documents (i.e., vouchers, request for check forms, requisitions, canceled checks, etc.), and account statements do not constitute supporting documentation for purchases.
Supporting documentation is required for various types of expenditures as follows:

Payroll – time and attendance records signed by the employee and approved in writing by the supervisor, time distribution records by program accounting for total work time on a daily basis for all employees, records showing actual expenditures for Social Security and unemployment insurance, State and federal quarterly tax returns, federal W-2 forms, and federal W-4 forms.
Consultant Services – contracts, time and attendance records, billing rates, travel vouchers detailing purpose, time and location of travel, purchase orders and invoices for supplies and invoices or other supporting documentation detailing the nature of services provided. 

Travel – travel policies of the CONTRACTOR (written); travel expense vouchers showing location, date and time of travel, purpose of trip, and rates claimed; vehicle mileage logs showing dates, destination and headquarters, purpose of trip, and mileage.  Travel related to conferences should include conference literature detailing purpose of the conference.  Reimbursement rates for mileage shall not exceed applicable federal guidelines.

Reimbursement for actual receipts or per diem rates for meal expenses shall not exceed the maximum COUNTY's reimbursement rate for employees. 

Receipts shall be required for lodging for approved out-of-town travel dates.  Maximum reimbursable lodging amount is the maximum COUNTY reimbursement rate for employees for a single occupancy hotel accommodation.
Operating Expenses (e.g., utilities, office supplies, equipment rentals, etc.) – bona fide contracts or lease agreements, if any, and invoices and receipts detailing the cost and items purchased will constitute the primary supporting documentation.  For internal control purposes, the CONTRACTOR may maintain vouchers, purchase orders, requisitions, stock received reports, bills of lading, etc.

Outside Meals - receipts and/or invoices for all meals, a record of the nature and purpose of each meal, and identification of the participants.

3.3
Payments to Affiliated Organizations or Persons
CONTRACTOR shall not make payments to affiliated organizations or persons for program expenses (e.g., salaries, services, rent, etc.) that exceed the lower of actual cost or the reasonable cost for such expenses.  A reasonable cost shall be the price that would be paid by one party to another when the parties are dealing at arm's length (fair market price).

Organizations or persons (related parties) related to the CONTRACTOR or its members by blood, marriage, or through legal organization (corporation, partnership, association, etc.) will be considered affiliated for purposes of this Agreement.  COUNTY shall be solely responsible for the determination of affiliation unless otherwise allowed and approved by the State or federal agencies.

Payments to affiliated organizations or persons will be disallowed on audit to the extent the payments exceed the lower of actual costs or the reasonable costs for such items.

3.4
Filing
All relevant supporting documentation for reported program expenditures and revenues shall be filed in a systematic and consistent manner.  It is recommended that supporting documents be filed as follows:

· Checks – numerically

· Invoices – vendor name and date

· Vouchers – numerically

· Receipts – chronologically

· Timecards – pay period and alphabetically
3.5
Referencing
Accounting transactions posted to the CONTRACTOR's books shall be appropriately cross-referenced to supporting documentation.  It is recommended that expenditure transactions on the CONTRACTOR's books be cross-referenced to the supporting documentation as follows:

· Invoices – vender name and date

· Checks – number

· Vouchers –number

· Revenue – receipt number


Supporting documentation for non-payroll expenditures (i.e., operating expenditures) should be cross-referenced to the corresponding check issued for payment.  If multiple invoices are paid with one check, all related invoices should be bound together and cross-referenced to the check issued for payment.

4.0
DONATIONS AND OTHER SOURCES OF REVENUE

Restricted donations and other sources of revenue earmarked specifically for the Contract/Agreement must be utilized on allowable contract expenditures.

5.0
AUDITS

The agent will make available for inspection and audit to COUNTY representatives, upon request, during working hours, during the duration of the contract/Agreement and for a period of five years thereafter, all of its books and records relating to the operation by it of each project or business activity which is funded in whole or part with governmental monies, whether or not such monies are received through the COUNTY.  All such books and records shall be maintained at a location within Los Angeles County. 
5.1 
Single Audit Requirements
OMB Circular 133, "Audits of State, Local Governments and Non Profit Organizations" requires that certain organizations receiving federal awards, including pass-through awards, have annual audits.  Details are contained in the respective Circular.

A copy of any Single Audit reports must be filed with the COUNTY within the timeframes prescribed by the applicable Circular.

6.0 SUBCONTRACTS

No CONTRACTOR shall subcontract services without the prior written consent of the COUNTY. 

CONTRACTOR shall provide COUNTY with copies of all executed subcontracts and shall be responsible for the performance of their Subcontractors.

B.
INTERNAL CONTROLS

Internal controls safeguard the CONTRACTOR's assets from misappropriations, misstatements or misuse.  Each CONTRACTOR shall prepare necessary written procedures establishing internal controls for its personnel.  The CONTRACTOR shall instruct all of its personnel in these procedures and continuously monitor operations to ensure compliance with them.

1.0 CASH RECEIPTS

1.1
Separate Fund or Cost Center
All contract/agreement revenues shall be maintained in a bank account.  If revenues from other sources are maintained in the same bank account, revenues for each source must be clearly identifiable on the accounting records through the use of cost centers or separate accounts.

1.2
Deposits
All checks shall be restrictively endorsed upon receipt.

Cash received shall be recorded on pre-numbered receipts.  Checks shall be recorded on a check remittance log at the time of receipt.

Cash receipts (i.e., cash and checks) totaling $500 or more shall be deposited within one day of receipt.  Collections of less than $500 may be held and secured and deposited weekly or when the total reaches $500, whichever occurs first.

Duplicate deposit slips shall be retained and filed chronologically, and shall contain sufficient reference information for comparison to the Cash Receipts Journal (and individual receipts, if applicable).

1.3
Separation of Duties
An employee who does not handle cash shall record all cash receipts.

1.4
Bank Reconciliation
Bank statements should be received and reconciled by someone with no cash handling, check writing, or bookkeeping functions.

Monthly bank reconciliation should be prepared within 30 days of the bank statement date and reviewed by management for appropriateness and accuracy.  The bank reconciliation should be signed by both the preparer and the reviewer.  Reconciling items should be resolved timely.
2.0 DISBURSEMENTS

2.1
General

All disbursements for expenditures, other than petty cash, shall be made by check.

Blank check stock shall be secured and accounted for to preclude unauthorized use.

Checks shall not be payable to "cash" or signed in advance.  Checks written to employees for reimbursement of out-of-pocket costs must be supported by receipts and invoices.

A second signature shall be required on all checks, unless otherwise specified in contract/agreement.

If the bookkeeper signs checks, a second signature shall be required on the checks, regardless of limits specified in contract/agreement.

Voided checks shall be marked void with the signature block cut out.  The voided checks must be filed with the cancelled checks.

Unclaimed or undelivered checks shall be cancelled periodically.

All supporting documentation shall be referenced to check numbers and marked "paid" or otherwise canceled to prevent reuse or duplicate payments.

Disbursements without adequate supporting documentation will be disallowed on audit.

2.2
Approvals and Separation of Duties
Employees responsible for approving cash disbursements and/or signing of checks shall examine all supporting documentation at the time the checks are approved and signed.

All disbursements, excluding petty cash purchases, shall be approved by persons independent of check preparation and bookkeeping activities.

2.3
Petty Cash

A petty cash fund up to $500 may be maintained for payment of small incidental expenses incurred by the CONTRACTOR (e.g., postage due, small purchases of office supply items, etc.).  The CONTRACTOR must obtain written approval from the COUNTY to establish a petty cash fund greater than $500.

Petty cash disbursements must be supported by invoices, store receipts or other external authenticating documents indicating the item purchased and the employee making the purchase.  In the event that outside (external) supporting documentation is not obtainable for minor disbursements (under $10), such as parking meters, etc., then documentation shall be considered as proper supporting documentation on a basis of reasonableness.  Petty cash disbursements should not be used as a substitute for normal purchasing and disbursement practices i.e., payment by check).

The petty cash fund shall be maintained on an imprest basis.  A check should be drawn to set up the fund and to make periodic reimbursements.  Receipts, vouchers, etc., supporting each fund replenishment must be bound together, filed chronologically and cross referenced to the reimbursement check.

2.4
Credit Cards

The use of credit cards, both CONTRACTOR issued credit cards and an employee's personal credit cards used on behalf of the CONTRACTOR, should be limited to purchases where normal purchasing and disbursement practices are not suitable.

Credit cards issued in the CONTRACTOR's name must be adequately protected and usage monitored to ensure that only authorized and necessary items are purchased.

Credit card purchases should be pre-approved by CONTRACTOR management to ensure that they are reasonable and necessary. 

All credit card disbursements must be supported by original invoices, store receipts or other external authenticating documents indicating the item purchased and the employee making the purchase.  Credit card statements are not sufficient support for credit card purchases.
3.0 TIMEKEEPING

3.1 Timecards
Timecards or time reports must be prepared for each pay period.  Timecards or time reports must indicate total hours worked each day by program and total hours charged to each of the CONTRACTOR's programs.  Time estimates do not qualify as support for payroll expenditures and will be disallowed on audit.

All timecards and time reports must be signed in ink by the 
employee and the employee's supervisor to certify the accuracy of the reported time.


3.2
Personnel and Payroll Records
Adequate security must be maintained over personnel and payroll records with access restricted to authorized individuals.

Personnel and payroll records should include (but not be limited to) the following:

· Employee’s authorized salary rate

· Employee information sheet

· Resume and/or application

· Proof of qualifications for the position, if required (e.g., notarized copy or original diploma, license, etc.)

· Performance evaluations

· Criminal record clearance

· Citizenship Status

· Benefit balances (e.g., sick time, vacation, etc.)


Benefit Balances

Employee benefit balances (e.g., sick time, vacation, personal time, etc.) should be maintained on at least a monthly basis.  Benefit balances should be increased when benefit hours are earned and decreased as hours are used.


Limitations on Positions and Salaries

The CONTRACTOR shall pay no salaries higher than those authorized in the contract/agreement, or the attachments thereto, except as proscribed by state or federal law.  

If an employee serves in the same or dual capacities under more than one Agreement or program, the employee may not charge more than 100% of their time to the contracts/agreements or programs taken as a whole.  

Salaried employees who work less than 40 hours per week shall be paid a salary that corresponds with the employee’s work schedule.

The salary expense of salaried employees working on more than one Agreement or program shall be allocated to each program based on the ratio of the number of hours worked on each program during the pay period to the total number hours worked during the pay period.

The CONTRACTOR will make no retroactive salary adjustment for any employee without written approval from the COUNTY.


Separation of Duties

Payroll checks should be distributed by persons not involved in timekeeping, preparing of payroll, or reconciling bank accounts.

All employee hires and terminations, or pay rate changes, shall be approved by authorized persons independent of payroll functions.

All employee hires and terminations, or pay rate changes shall be approved in writing by authorized persons independent of payroll functions.
4.0 FIXED ASSETS

A fixed asset is defined as an article of nonexpendable tangible personal property having a useful life of more than two years.  The COUNTY recommends all fixed assets with an acquisition cost of $1,000 or more per unit be capitalized.

Acquisition cost means the net invoice unit price of an item, including the cost of any modifications, attachments, accessories, or auxiliary apparatus necessary to make it usable for the purpose for which it was acquired.

4.1 Acquisition
Fixed asset purchases shall be approved by the Agency’s Board of Directors or their authorized representative.

4.2
Identification and Inventory

All fixed assets purchased with Contract/Agreement funds are to be used solely for the benefit of the Contract/Agreement and should be appropriately tagged.

Each CONTRACTOR shall maintain a current listing of fixed assets, including the item description, serial number, date of purchase, acquisition cost and sources of funding.

An inventory of all fixed assets should be conducted at least once each year to ensure that all fixed assets are accounted for and maintained in proper working order.

4.3
Security

Physical security should be adequately maintained over fixed 
assets to prevent misuse and theft of COUNTY property.

4.4
Property Management

The CONTRACTOR shall assume responsibility and accountability for the maintenance of all non-expandable property purchased, leased, or rented with Contract/Agreement funds.

The CONTRACTOR shall report promptly, in writing, to the COUNTY all cases of theft, loss, damage, or destruction of fixed assets.  The report shall contain at a minimum, item identification, recorded value, facts relating to loss, and a copy of the law enforcement report.

CONTRACTOR shall dispose of or return to the COUNTY all fixed assets, in accordance with their Contract/Agreement.

5.0 BONDING 

All officers, employees, and agents who handle cash or have access to the agent's funds shall be bonded.

C.
COST PRINCIPLES


1.0 POLICY
It is the intent of the COUNTY to provide funds for the purpose of CONTRACTOR providing services required by the Agreement.  CONTRACTOR shall use these funds on actual expenses in an economical and efficient manner and ensure they are reasonable, proper and necessary costs of providing services and are allowable in accordance with the applicable OMB Circular.

1.1.
Limitations on Expenditures of Program Funds


CONTRACTOR shall comply with the Agreement and the applicable OMB Circular.  The Circular defines direct and indirect costs, discusses allowable cost allocation procedures and the development of Indirect Cost Rates, and specifically addresses the allowability of a variety of different costs.


If a CONTRACTOR is unsure of the allowability of any particular type of cost or individual cost, the CONTRACTOR should request advance written approval from the COUNTY prior to incurring the cost.

1.2
Expenses Incurred Outside the Agreement Period


Expenses charged against program funds may not be incurred prior 
to the effective date of the Agreement or subsequent to the Agreement termination date.

1.3  Budget Limitation

Expenses may not exceed the maximum limits shown on the contract budget.

1.4  Unspent Funds
The COUNTY will determine the disposition of unspent program   

 funds upon termination of the contract/agreement.

1.5

Necessary, Proper and Reasonable

Only those expenditures that are necessary, proper and reasonable to carry out the purposes and activities of the Program are allowable.

2.0
ALLOCATION OF COST POOLS


For CONTRACTORS that provide services in addition to the services required under contract/agreement, the CONTRACTOR shall allocate expenditures that benefit programs or funding sources on an equitable basis.


In accordance with the applicable OMB Circular, agencies shall define their allocable costs as either direct or indirect costs (as defined below) and allocate each cost using the basis most appropriate and feasible.



The CONTRACTOR shall maintain documentation related to the allocation of expenses (e.g., 
timecards, time summaries, square footage measurements, number of 
employees, etc.).


Under no circumstances shall allocated costs be charged to an extent greater than 100% of actual costs or the same cost be charged both directly and indirectly.

2.1

Direct Costs

Direct costs are those costs that can be identified specifically with a particular final cost objective (i.e., a particular program, service, or other direct activity of an organization).  Examples of direct costs include salaries and benefits of employees working on the program, supplies and other items purchased specifically for the program, costs related to space used by employees working on the program, etc.

For all employees, other than general and administrative, the hours spent on each program (activity) should be recorded on employees' timecards and the payroll expense should be treated as direct charges and distributed on the basis of recorded hours spent on each program.

Joint costs (i.e., costs that benefit more than one program or activity) which can be distributed in reasonable proportion to the benefits received may also be direct costs.


Examples of bases for allocating joint costs as direct costs: 

· Number of direct hours spent on each program

· Number of employees in each program

· Square footage occupied by each program

· Other equitable methods of allocation


2.2
Indirect Costs

Indirect costs are those costs that have been incurred for common or joint objectives and cannot be readily identified with a particular final cost objective.  Examples of indirect costs include salaries, employee benefits, supplies, and other costs related to general administration of the organization, depreciation and use allowances, and the salaries and expenses of executive officers, personnel administration, and accounting.

Examples of bases for allocating indirect costs: 

· Total direct salaries and wages

· Total direct costs (excluding capital expenditures and other distorting items such as Subcontractor payments)
2.3
Acceptable Indirect Cost Allocation Methods
OMB Circulars describe the following allowable methods for allocating indirect costs: 

· Simplified allocation method

· Direct allocation method

· Multiple allocation base method

· Negotiated indirect cost rate


Simplified Allocation Method

This method can be used when an organization's major functions benefit from its indirect costs to approximately the same degree.  Using this method, all allocable costs are considered indirect costs and an indirect cost rate is determined by dividing total allowable indirect costs by an equitable distribution base.



Example



Agency-wide indirect costs
$250,000



Less: Capital expenditures
10,000




Allocable indirect costs
240,000



Total agency-wide indirect salaries
$1,000,000


Indirect cost rate ($240,000/$1,000,000)
24%



Program direct salaries
$100,000



Program indirect costs (24% x $100,000)
$24,000



Direct Allocation Method

This method can also be used when an organization's major functions benefit from its indirect costs to approximately the same degree.  Using this method, all costs except general administration and general expenses are treated as direct costs.  Joint costs for depreciation, rental, facilities maintenance, telephone, and other similar expenses are prorated individually to each direct activity on a basis appropriate for that type of cost.


The remaining costs, which consist exclusively of general administration and general expenses, are then allocated using the simplified allocation method previously discussed.



Multiple Base Allocation Method

This method can be used when an organization's major functions benefit from its indirect costs in varying degrees.  Using this method, indirect costs are grouped to permit allocation of each grouping on the basis of the benefits provided to the major functions.  Each grouping is then allocated individually using the basis most appropriate for the grouping being allocated.

.
2.4
Cost Allocation Plan

If the CONTRACTOR has a negotiated indirect cost rate approved by a federal agency, it shall submit a copy of the approval letter when requested by COUNTY.

If the CONTRACTOR does not have a negotiated indirect cost rate, CONTRACTOR shall submit an annual Agency-wide Cost Allocation Plan when requested by COUNTY.  The Cost Allocation Plan shall be prepared in accordance with COUNTY instructions and the applicable OMB Circular and include the following information:

1.
CONTRACTOR general accounting policies:

· Basis of accounting (cash or accrual)

· Fiscal year

· Method for allocating indirect costs (simplified, direct, multiple, negotiated rate)

· Indirect cost rate allocation base

2.
Identify the CONTRACTOR’s direct and indirect costs (by category) and 
describe the cost allocation methodology for each category.

3.
Signature of CONTRACTOR management certifying the accuracy of the plan.

Negotiated Indirect Cost Rates

Agencies have the option of negotiating an indirect cost rate or rates for use on all their Federal programs.  The CONTRACTOR must submit a cost allocation plan to the federal agency providing the most funds to the organization.  The approved indirect cost rate is then applied to the total approved direct cost base.


If CONTRACTOR has a federally approved indirect cost rate, CONTRACTOR shall submit a copy of the approval letter to COUNTY upon request.

D.
UNALLOWABLE COSTS

OMB Circulars address the allow ability of a variety of different costs.  For all costs, there are certain restrictions and limitations; however, the following costs are not allowable under any circumstances:

· Bad debts

· Contingency provisions

· Contributions and donations

· Fines and penalties

· Fundraising activities

· Interest expense (unless expressly allowed by Federal guidelines)

· Losses on other awards

E.
OVERPAYMENTS

If upon audit, or at any time during the Agreement year, it is determined that invoices submitted to the COUNTY and used as a basis for payments to the CONTRACTOR were inaccurate, COUNTY shall determine the total overpayment and require the CONTRACTOR to repay COUNTY.  The COUNTY may withhold payments from CONTRACTOR's future payments for any amounts not returned to the COUNTY or credited to the Contract unless otherwise prohibited by State or federal regulations.
F.
MISCELLANEOUS REQUIREMENTS

1.0 INSURANCE
CONTRACTOR is responsible for securing and maintaining insurance coverage as required by the Agreement.  CONTRACTOR must notify COUNTY when insurance is revoked, reduced to a level or coverage less than required, or otherwise made ineffective.

Insurance shall include an endorsement naming the COUNTY as an additional insured.

2.0 ACTIVITY
No funds, materials, property, or services contributed to COUNTY or  CONTRACTOR under this Agreement shall be used in the performance of any political activity, election or defeat of any candidate, for public office.
Attachment XI

USER COMPLAINT REPORT 

 CSAIBG PROGRAM               
This form is to be used by CSS staff of the APS Emergency Shelter Program to report service discrepancies and/or failure to provide training as specified.  This User Complaint Report must be delivered immediately to the COUNTY Contract Compliance Manager (CCM) for this Contract/Agreement.

	Date of Report:
	
	CSS Employee

Name:
	

	CSS Office Address:
	

	Phone No.
	
	E-mail Address:
	

	Date(s) of Incident(s):
	


Below, please check the appropriate boxes and explain each incident separately:

 FORMCHECKBOX 

CONTRACTOR’s Program Director is not responding to messages.

 FORMCHECKBOX 

CONTRACTOR’s staff not available or not responding to messages.

 FORMCHECKBOX 

CONTRACTOR making staff changes without notification to the COUNTY.

 FORMCHECKBOX 

Illegal or inappropriate behavior by CONTRACTOR’s staff.

 FORMCHECKBOX 

CONTRACTOR not submitting reports or maintaining records as required.

 FORMCHECKBOX 

CONTRACTOR not complying with the quality assurance requirements as specified in the Contract.

 FORMCHECKBOX 

Other (describe): 

To report an urgent/serious problem, call Jackie Sakane, Contract Compliance Manager at: (213) 739-7321
Send UCR to Jackie Sakane, Contract Compliance Manager, at 3175 West Sixth Street, 3th Floor, Los Angeles, CA 90020 and a copy to Contracts Management Division, 3175 West Sixth Street, Room 303, Los Angeles, CA  90020.
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Cost Allocation

"AGENCY NAME"

COST ALLOCATION PLAN

PROGRAM YEAR 2012

I.
GENERAL INFORMATION


A.
POLICY

This cost allocation plan is based on the guidelines and requirements of the Community Services American Indian Block Grant (CSAIBG) Program regarding the allocation and categorization of costs.

The plan describes the methods used to collect, analyze and distribute shared costs by the 
      Agency Name     .  The methodologies and procedures described in the plan have been developed in accordance with Generally Accepted Accounting Principles and regulations applicable to the CSAIBG Program.


B.
APPLICABILITY

The cost allocation plan is applicable to all grants and contracts entered into by     ___Agency___.
(If applicable.)

Costs associated with Subcontractor expenditures are allocated by those organizations in accordance with the same guidelines and principles established by the CSAIBG Program for all recipients and sub-recipients receiving Federal funds.

II.
ORGANIZATIONAL STRUCTURE

The ___Agency Name___, a __type of organization (e.g. non-profit, local government)___, administers adult protective program services .  This agency receives funding from the ___funding from the funding source___ for the administration of the CSAIBG Program.

For purposes of this cost allocation plan, __Agency Name__ functions are categorized as follows:

A. Budget Cost Categories - The budget categories listed below are those that have been determined through review and analysis to benefit both directly or indirectly CSAIBG grants and contracts administered by ___Agency Name___.
· Personnel

· Travel

· Space

· Consumable Supplies

· Equipment

· Other

The costs, for which the benefit can be directly identified, will be charged to the benefiting grant and category.  Shared costs will be charged based on either employee time reporting or number of participants served by activity.

Programs Administered Directly by ___Agency Name__:
The programmatic aspects of the following programs are administered by the agency.  In addition to the directly identifiable costs associated with these programs, each bears a burden of shared administrative costs based on the burden of direct grant expenditures to total direct grant expenditures for the period.

III.
COST ALLOCATION:

All costs are allocated based on documented information.  Such costs, defined as shared costs, are pooled for the purpose of allocation.  The agency pools administrative costs, both personnel and non-personnel (operating costs), for purposes of allocation to all programs administered.  

The agency will review and update this plan no less than annually or when there is a significant change in funding or allocation.

The above plan applies to funds administered by __Agency Name__ for the period January 1, 2012 through December 31, 2012.

Attachment XIII
COMMUNITY AND SENIOR SERVICES

COMMUNITY SERVICES AMERICAN INDIAN BLOCK GRANT PROGRAM

JOINT REVENUE DISCLOSURE
	
	
	
	
	Contract #:
	
	 

	
	
	
	
	
	
	

	Agency Name:
	 
	 
	 

	
	
	

	Prepared By:
	 
	Date Prepared:
	
	 

	
	
	
	
	
	
	

	List all  revenue coming to Contractor (include foundation grants and donations)

	 
	Revenue Source
(Grant Title)
	Dollar
Amount
	Grant Period
Month/Day/Year

	1.
	 
	 
	 

	2.
	 
	 
	 

	3.
	 
	 
	 

	4.
	 
	 
	 

	5.
	 
	 
	 

	6.
	 
	 
	 

	7.
	 
	 
	 

	8.
	 
	 
	 

	9.
	 
	 
	 

	10.
	 
	 
	 

	11.
	 
	 
	 

	12.
	 
	 
	 

	13.
	 
	 
	 

	14.
	 
	 
	 

	15.
	 
	 
	 

	TOTAL
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AGREEMENT

CONTRACTOR’S OBLIGATIONS AS A “BUSINESS ASSOCIATE” 

UNDER THE HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT OF 1996 (HIPAA)

Under this Agreement, CONTRACTOR (“Business Associate”) provides services (“Services”) to COUNTY (“Covered Entity”) and Business Associate receives, has access to, or creates Protected Health Information in order to provide those Services.  Covered Entity is subject to the Administrative Simplification requirements of the Health Insurance Portability and Accountability Act of 1996 (HIPAA) and regulations promulgated there under, including the Standards for Privacy of Individually Identifiable Health Information (“the Privacy Regulations”) and the Health Insurance Reform: Security Standards (“the Security Regulations”) at 45 Code of Federal Regulations Parts 160 and 164 (“together, the “Privacy and Security Regulations”).

The Privacy and Security Regulations require Covered Entity to enter into a contract with Business Associate in order to mandate certain protections for the privacy and security of Protected Health Information, and those Regulations prohibit the disclosure to or use of Protected Health Information by Business Associate if such a contract is not in place.       Therefore, the parties agree as follows:

1.0
DEFINITIONS

1.1
“Disclose” and “Disclosure” means, with respect to Protected Health Information, the release, transfer, provision of access to, or divulging in any other manner of Protected Health Information outside Business Associate’s internal operations or to other than its employees.

1.2 
“Electronic Media” has the same meaning as the term “electronic media” in 45 C.F.R. § 160.103.  Electronic Media means (1) Electronic storage media including memory devices in computers (hard drives) and any removable/transportable digital memory medium, such as magnetic tape or disk, optical disk, or digital memory card; or (2) Transmission media used to exchange information already in electronic storage media.  Transmission media include, for example, the internet (wide-open), extranet (using internet technology to link a business with information accessible only to collaborating parties), leased lines, dial-up lines, private networks, and the physical movement of removable/transportable electronic storage media.  Certain transmissions, including of paper, via facsimile, and of voice, via telephone, are not considered to be transmissions via electronic media, because the information being exchanged did not exist in electronic form before the transmission.

1.3
“Electronic Protected Health Information” has the same meaning as the term “electronic protected health information” in 45 C.F.R. § 160.103.  Electronic Protected Health Information means Protected Health Information that is (i) transmitted by electronic media; (ii) maintained in electronic media.

1.4
“Individual” means the person who is the subject of Protected Health Information, and shall include a person who qualifies as a personal representative in accordance with 45 C.F.R. § 164.502(g).

1.5
“Protected Health Information” has the same meaning as the term “protected health information” in 45 C.F.R. § 164.503, limited to the information created or received by Business Associate from or on behalf of Covered Entity.  Protected Health Information includes information, whether oral or recorded in any form or medium, that (i) relates to the past, present, or future physical or mental health or condition of an Individual; the provision of health care to an Individual, or the past, present or future payment for the provision of health care to an Individual; (ii) identifies the Individual (or for which there is a reasonable basis for believing that the information can be used to identify the Individual); and (iii) is received by Business Associate from or on behalf of Covered Entity, or is created by Business Associate, or is made accessible to Business 
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Associate by Covered Entity.  “Protected Health Information” includes Electronic Health Information.

1.6
“Required By Law” means a mandate contained in law that compels an entity to make a Use or Disclosure of Protected Health Information and that is enforceable in a court of law.  Required by law includes, but is not limited to, court orders and court-ordered warrants; subpoenas or summons issued by a court, grand jury, a governmental or tribal inspector general, or any administrative body authorized to require the production of information; a civil or an authorized investigative demand; Medicare conditions of participation with respect to health care providers participating in the program; and statutes or regulations that require the production of information, including statutes or regulations that require such information if payment is sought under a government program providing benefits.

1.7
“Security Incident” means the attempted or successful unauthorized access, Use, Disclosure, modification, or destruction of information in, or interference with system operations of, an Information System which contains Electronic Protected Health Information.  However, Security Incident does not include attempts to access an Information System when those attempts are not reasonably considered by Business Associate to constitute an actual threat to the Information System.

1.8
“Services” has the same meaning as in the body of this Agreement.

1.9
“Use” or “Uses” mean, with respect to Protected Health Information, the sharing, employment, application, utilization, examination or analysis of such Information within Business Associate’s internal operations.

1.10
Terms used, but not otherwise defined, in this Paragraph shall have the same meaning as those terms in the HIPAA Regulations.

2.0
OBLIGATIONS OF BUSINESS ASSOCIATE
2.1
Permitted Uses and Disclosures of Protected Health Information.  Business Associate:

(a)
shall Use and Disclose Protected Health Information as necessary to perform the 

Services, and as provided in Sub-sections 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.3 and 5.2 of this Agreement;

(b)
shall Disclose Protected Health Information to Covered Entity upon request;



(c)
may, as necessary for the proper management and administration of its business or to 



carry out its legal responsibilities:

(i)
Use Protected Health Information; and 

(ii)
Disclose Protected Health Information if the Disclosure is Required by Law.

Business Associate shall not Use or Disclose Protected Health Information for any other purpose.

2.2 Adequate Safeguards for Protected Health Information.  Business Associate:

(a) shall implement and maintain appropriate safeguards to prevent the Use or Disclosure of 
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Protected Health Information in any manner other than as permitted by this Paragraph.  Business Associate agrees to limit the Use and Disclosure of Protected Health 
Information to the minimum necessary in accordance with the Privacy Regulation’s minimum necessary standard.

(b) 
effective as of April 20, 2005, specifically as to Electronic Health Information, shall 
implement and maintain administrative, physical, and technical safeguards that reasonably and appropriately protect the confidentiality, integrity, and availability of Electronic Protected Health Information.

2.3 Reporting Non-Permitted Use or Disclosure and Security Incidents.  Business Associate shall 
report to Covered Entity each Non-Permitted Use or Disclosure that is made by Business Associate, its employees, representatives, agents or subcontractors, but is not specifically permitted by this Agreement, and effective as of April 20, 2005, shall report to Covered Entity each Security Incident of which Business Associate becomes aware.  The initial report shall be made by telephone call to the Covered Entity’s HIPAA Privacy Officer within forty-eight (48) hours from the time the Business Associate becomes aware of the Non-Permitted Use or Disclosure or Security Incident, followed by a full written report no later than ten (10) business days from the date the Business Associate becomes aware of the non-permitted Use or Disclosure or Security Incident to the Chief Privacy Officer at:

Chief HIPAA Privacy Officer, County of Los Angeles 

Kenneth Hahn Hall of Administration

500 West Temple St.

Suite 410

Los Angeles, CA 90012



(213) 974-2164

2.4 Mitigation of Harmful Effect.  Business Associate agrees to mitigate, to the extent practicable, 
any harmful effect that is known to Business Associate of a Use or Disclosure of Protected Health Information by Business Associate in violation of the requirements of this Paragraph.

2.5.
Availability of Internal Practices, Books and Records to Government Agencies.  Business Associate agrees to make its internal practices, books and records relating to the Use and Disclosure of Protected Health Information available to the Secretary of the federal Department of Health and Human Services for purposes of determining Covered Entity’s compliance with the Privacy and Security Regulations.  Business Associate shall immediately notify Covered Entity of any requests made by the Secretary and provide Covered Entity with copies of any documents produced in response to such request.

2.6
Access to Protected Health Information.  Business Associate shall, to the extent Covered Entity determines that any Protected Health Information constitutes a “designated record set” as defined by 45 C.F.R. § 164.501, make the Protected Health Information specified by Covered Entity available to the Individual(s) identified by Covered Entity as being entitled to access and copy that Protected Health Information.  Business Associate shall provide such access for inspection of that Protected Health Information within two (2) business days after receipt of request from Covered Entity.  Business Associate shall provide copies of that Protected Health Information within five (5) business days after receipt of request from Covered Entity.  

2.7 Amendment of Protected Health Information.  Business Associate shall, to the extent Covered 
Entity determines that any Protected Health Information constitutes a “designated record set” as defined by 45 C.F.R. § 164.501, make any amendments to Protected Health Information that are 
Attachment XIV, cont.

                                                                                                    


Page 4 of 5

requested by Covered Entity.  Business Associate shall make such amendment within ten (10) business days after receipt of request from Covered Entity in order for Covered Entity to meet the requirements under 45 C.F.R. § 164.526.


2.8
Accounting of Disclosures. Business Associate agrees to maintain documentation of the information required to provide an accounting of Disclosures of Protected Health Information in accordance with 45 C.F.R. § 164.528, and to make this information available to Covered Entity upon Covered Entity's request, in order to allow Covered Entity to respond to an Individual's request for accounting of disclosures.  However, Business Associate is not required to provide an accounting of Disclosures that are necessary to perform its Services if such Disclosures are for either payment or health care operations purposes, or both.  Additionally, such accounting is limited to disclosures that were made in the six (6) years prior to the request (not including disclosures that were made prior to the compliance date of the Privacy Rule, April 14, 2003) and shall be provided for as long as Business Associate maintains the Protected Health Information.

Any accounting provided by Business Associate under this Section 2.8 shall include:  (a) the date of the Disclosure; (b) the name, and address if known, of the entity or person who received the Protected Health Information; (c) a brief description of the Protected Health Information disclosed; and (d) a brief statement of the purpose of the Disclosure.  For each Disclosure that could require an accounting under this Sub-section 2.8, Business Associate shall document the information specified in (a) through (d), above, and shall securely maintain the information for six (6) years from the date of the Disclosure.  Business Associate shall provide to Covered Entity, within ten (10) business days after receipt of request from Covered Entity, information collected in accordance with this Sub-section 2.8 to permit Covered Entity to respond to a request by an Individual for an accounting of disclosures of Protected Health Information in accordance with 45 C.F.R. § 164.528.

3.0
OBLIGATION OF COVERED ENTITY

3.1
Obligation of Covered Entity.  Covered Entity shall notify Business Associate of any current or future restrictions or limitations on the use of Protected Health Information that would affect Business Associate’s performance of the Services, and Business Associate shall thereafter restrict or limit its own uses and disclosures accordingly.

4.0
TERM AND TERMINATION

4.1
Term.  The term of this Paragraph shall be the same as the term of this Agreement.  Business Associate’s obligations under Sections 2.1 (as modified by Section 4.2), 2.3, 2.4, 2.5, 2.6, 2.7, 2.8, 4.3 and 5.2 shall survive the termination or expiration of this Agreement.

4.2
Termination for Cause.  In addition to and notwithstanding the termination provisions set forth in this Agreement, upon Covered Entity’s knowledge of a material breach by Business Associate, Covered Entity shall either:

(a)     Provide an opportunity for Business Associate to cure the breach or end the violation, and 

terminate this Agreement if Business Associate does not cure the breach or end the violation within the time specified by Covered Entity; or

(b) 
Immediately terminate this Agreement if Business Associate has breached a material term of this Paragraph and cure is not possible; or

(c) 
If neither termination or cure are feasible, Covered Entity shall report the violation to the Secretary of the federal Department of Health and Human Services.
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4.3
Disposition of Protected Health Information Upon Termination or Expiration


(a) Except as provided in paragraph (b) of this section, upon termination for any reason or expiration of this Agreement, Business Associate shall return or destroy all Protected Health Information received from Covered Entity, or created or received by Business 

Associate on behalf of Covered Entity.  This provision shall apply to Protected Health Information that is in the possession of subcontractors or agents of Business Associate.  Business Associate shall retain no copies of the Protected Health Information.


(b) 
In the event that Business Associate determines that returning or destroying the 

Protected Health Information is infeasible, Business Associate shall provide to Covered Entity notification of the conditions that make it infeasible.  If return or destruction is infeasible, Business Associate shall extend the protections of this Agreement to such Protected Health Information and limit further Uses and Disclosures of such Protected Health Information to those purposes that make the return or destruction infeasible, for so long as Business Associate maintains such Protected Health Information.
5.0
MISCELLANEOUS

5.1
No Third Party Beneficiaries.  Nothing in this Paragraph shall confer upon any person other than the parties and their respective successors or assigns, any rights, remedies, obligations, or liabilities whatsoever. 

5.2
Use of Subcontractors and Agents.  Business Associate shall require each of its agents and subcontractors that receive Protected Health Information from Business Associate, or create Protected Health Information for Business Associate, on behalf of Covered Entity, to execute a written agreement obligating the agent or subcontractor to comply with all the terms of this Agreement.

5.3
Relationship to Agreement Provisions.  In the event that a provision of this Paragraph is contrary to any other provision of this Agreement, the provision of this Paragraph shall control.  Otherwise, this Paragraph shall be construed under, and in accordance, with the terms of the Agreement.

5.4
Regulatory References.  A reference in this Paragraph to a section in the Privacy or Security Regulations means the section as in effect or as amended.

5.5
Interpretation.  Any ambiguity in this Paragraph shall be resolved in favor of a meaning that permits Covered Entity to comply with the Privacy and Security Regulations.

5.6 Amendment.  The parties agree to take such action as is necessary to amend this Paragraph    

from time to time as is necessary for Covered Entity to comply with the requirements of the Privacy and Security Regulations.
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FIXED ASSETS/EQUIPMENT PURCHASE REQUIREMENTS                                
I.
Fixed Assets/Purchases
Fixed assets: equipment with a value > $5,000.

Non-fixed assets: equipment with a value < $5,000, but > $500.

A.
Procurement of Fixed Assets (Computer equipment/supplies, furniture, vehicles, etc.)

1.
Equipment inventory requirements for items purchased with program funds are contained in the Fixed Assets Section of the Standard Terms and Conditions of the Agreement.  All CONTRACTORS must adhere to the applicable Code of Federal Regulations (CFR) and/or Federal Office of Management Budget (OMB) Circulars that include: CFR Title 29 Parts 95 and 97, and OMB Circulars A-21, A-87, A-102, A-110, A-122 and A-133.  

2.
If the program guidelines governing the contracted services indicate that equipment may be purchased, the COUNTY has established procurement guidelines that the CONTRACTOR must adhere to.

i.
Prior to the purchase/acquisition of equipment items, approval must be obtained from the COUNTY.  No equipment with a value over $5,000 may be purchased without prior approval from the COUNTY and, as mandated by State regulations and guidelines, the COUNTY must receive prior approval from the funding source.

ii.
The CONTRACTOR must ensure that the cost of the equipment is reasonable and the item(s) is necessary for the provision of services contracted under this Agreement.

iii.
All equipment purchased with program funds and provided to the CONTRACTOR must be used for the benefit of the program for which it was purchased and funded by.


B.
Title

1.
All equipment purchased in excess of $500 will remain the property of the COUNTY until such time as the COUNTY approves final disposition of the equipment.

2.
To the extent Federal law applies, at all times titles to vehicles reside with the Federal Pass-through agency and remain the residual property of the Federal government.  

II.
INVENTORY REQUIREMENT

      A.
Equipment/Inventory Tracking

1.
The COUNTY requires an updated list of all CONTRACTORS’ inventory and backup, support records (receipts of purchase, purchase orders, etc.) every two years or more 
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frequently, if necessary.  CONTRACTORS are to conduct a physical inventory of property and equipment and reconcile the results with the property records at least once



every two years, or as necessary. The physical inventory should include all furniture, property, and equipment purchased with contract funds IN EXCESS OF $500.  All furniture, property, and equipment must be reported AND properly identified (tagged with COUNTY property program identification tags), your agency must complete and submit an Inventory Control Form (see Attachment XVI) that allows the inclusion of all required information (see II. A.2.). If your agency requires property program identification tags and/or Inventory Control Form, contact your COUNTY Analyst, who will forward tags and a form to you.  Tags must be affixed to applicable items in an area where they are visible or easily accessible to examine. 



2.
Agencies are required to maintain property records that include a description of the property, program tag number, serial number or other identification number, the funding source, the acquisition date, cost of the property, percentage of Federal participation in the cost of the property, property location, use and condition of the property, and any ultimate disposition data, including the date of disposal and sale price of the property, if applicable.  Adequate maintenance procedures must be in place to keep property and equipment in good condition.   

3.
Agencies must have in place a control system to ensure adequate safeguards against loss, damage, or theft of the property. Any loss, damage, or theft must be investigated.

4.
If no furniture, property, or equipment has been purchased in excess of $500 for the program year, a letter must be submitted for each program year, which indicates no inventory was purchased for your Program(s).  All property and equipment must be tagged and complete tag numbers included on the Inventory Control Form.  This includes furniture, office equipment, computer equipment, and computer or office-related equipment (does not include computer keyboards, mice, etc.).  Use a separate Inventory Control Form for each program OR columns that provide dual sources percentage or dollar splits. Applicable back up support documentation must be “in order” and attached to each Inventory Control Form or separated out by program if dual sources were used to purchase inventory.
III.
INVENTORY DISPOSAL AND SALVAGE POLICIES AND PROCEDURES

A.

Salvage Policies and Procedures currently allow salvage and/or surplus items of equipment that are less than $5,000 in the aggregate to be “sold or otherwise disposed of,” with the exception that the following policies and procedures are in place and adhered to at the time of sale, transfer, and/or final disposition of the inventory:    

1.
CONTRACTORS are required to obtain prior approval from Los Angeles COUNTY for inventory/salvage disposal or transfer, and have supporting documents for all purchases made with Federal, State, and/or COUNTY funds. Your office should be in receipt of purchase orders and/or receipts for all items purchased that are reflected on the inventory form(s);
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2.
Inventory that is being transferred after the program (which the inventory was purchased for) has ended or CONTRACTOR agency closure can only be transferred to another federally funded program.  The inventory must be retagged with identification tags of the 
new program and a Inventory Control Form submitted which include old and new tag identification numbers;

3.
If inventory will be sold, proper sales procedures must be in place that provide for competition to the extent practicable and result in the highest possible return prior to any sale program inventory.  Income from the sale of salvaged inventory becomes program income.  Prior approval for the use of program income must be obtained from CSS in accordance with contract terms;

4.
Disposition records that include the description of the equipment, current market value, sale date, sale price, and dealer or auctioneer information must be kept for all sale transactions for a minimum of three years; 

5. 
Sales revenue information resulting from the sale of the inventory must be recorded and 

kept on file for a minimum of three years;

6. 
Contracted agencies may donate salvage inventory as long as the inventory has first been 

offered and declined by all other COUNTY departments and the donation does not create a conflict of interest for Los Angeles COUNTY or the contracted agency, i.e., agency employees, or employees' family members, businesses which employ or have a relationship with agency employees or employees' family members, businesses conducting business with the agency, and agency adult and/or youth participants, etc.  Agencies must obtain approval from the COUNTY to donate salvage equipment.  CONTRACTORS must obtain (from the recipient of the donated item(s)) receipts acknowledging the donated item(s) and forward copies of the receipts to the COUNTY within two weeks of the donation.  It is recommended that agencies obtain a liability waiver for donated items;

7.
All items being disposed of, transferred, sold, or donated must include a current fair-market 

value.  One or more of the following methods can determine the value: Orion Computer Blue Book, professional/expert appraisal, public advertisement, industry quotation, etc.; and,

8.
All inventory records (including purchase orders) must be retained for a minimum of three 


years 
from the date of acquisition through final disposition (salvage disposal) and be 


available for collection and/or viewing, if necessary.  Additionally, all disposal records must 

be retained for a minimum of five years.
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                                             County of Los Angele
    Inventory Control Form
PROGRAM TITLE ______________________ PROGRAM YEAR(S) ____________

Agency Name: _________________________________________  Address: 



 City: _______________    Zip: _______
Completed By:  _________________________________________Title: _____________________  Telephone: 
____________________

	County

Tag I.D. No.
	Funding

Source

(Program)
	If dual sources, indicate % split, i.e. 25% Program A and 75% Program B
	Description

(Monitor, CPU, desk, etc.)
	Brand Name
	Model Name or Model No.
	Serial No.
	Location of Property

(office, room #)
	Property assigned to

(name)
	Condition of Property*
	P.O. #
	Date Purchased
	Unit Price

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


* V = Very Good         G = Good         F = Fair          P = Poor        S = Salvage        D = Disposed of 

I certify under penalty of perjury that a complete physical inventory has been conducted, the information provided on this form is correct to the best of my knowledge, and all purchases were made in accordance with conditions of our contract and are in compliance with local, State, and federal regulations.      

Signed By: _________________________________  Title: ____________________  Date: __/__/__ 
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CONTRACTOR EMPLOYEE JURY SERVICE
2.203.010 Findings. 

The board of supervisors makes the following findings. The County of Los Angeles allows its permanent, full-time employees unlimited jury service at their regular pay. Unfortunately, many businesses do not offer or are reducing or even eliminating compensation to employees who serve on juries. This creates a potential financial hardship for employees who do not receive their pay when called to jury service, and those employees often seek to be excused from having to serve. Although changes in the court rules make it more difficult to excuse a potential juror on grounds of financial hardship, potential jurors continue to be excused on this basis, especially from longer trials. This reduces the number of potential jurors and increases the burden on those employers, such as the County of Los Angeles, who pay their permanent, full-time employees while on juror duty. For these reasons, the County of Los Angeles has determined that it is appropriate to require that the businesses with which the County contracts possess reasonable jury service policies.

2.203.020 Definitions. 

The following definitions shall be applicable to this chapter:

A.
“Contractor” means a person, partnership, corporation or other entity which has a contract with the County or a subcontract with a County contractor and has received or will receive an aggregate sum of $50,000 or more in any 12-month period under one or more such contracts or subcontracts.

B.
“Employee” means any California resident who is a full-time employee of a Contractor under the laws of California.

C.
“Contract” means any agreement to provide goods to, or perform services for or on behalf of, the County but does not include:

1.  A contract where the board finds that special circumstances exist that justify a waiver of the requirements of this chapter; or

2.  A contract where federal or state law or a condition of a federal or state program mandates the use of a particular contractor; or

3.  A purchase made through a state or federal contract; or

4.  A monopoly purchase that is exclusive and proprietary to a specific   manufacturer, distributor, or reseller, and must match and inter-member with 
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existing supplies, equipment or systems maintained by the County pursuant to the Los Angeles County Purchasing Policy and Procedures Manual, section P-3700 or a successor provision; or

5.  A revolving fund (petty cash) purchase pursuant to the Los Angeles County Fiscal Manual, section 4.4.0 or a successor provision; or
6.  A purchase card pursuant to the Los Angeles County Purchasing Policy and Procedures Manual, section P-2810 or a successor provision; or

CONTRACTOR EMPLOYEE JURY SERVICE                                                                                                                         
7.  A non-agreement purchase with a value of less than $5,000 pursuant to the Los Angeles County Purchasing Policy and Procedures Manual, section A-0300 or a successor provision; or

8.  A bona fide emergency purchase pursuant to the Los Angeles County Purchasing Policy and Procedures Manual, section PP-1100 or a successor provision.

D.
“Full time” means 40 hours or more worked per week, or a lesser number of hours if the lesser number is a recognized industry standard as determined by the chief administrative officer or the Contractor has a long-standing practice that defines a full-time schedule as less than 40 hours per week.

2.203.030 Applicability. 

This chapter shall apply to contractors who enter into contracts that commence after July 11, 2002.  This chapter shall also apply to contractors with existing contracts which are extended into option years that commence after July 11, 2002.  Contracts that commence after May 28,2002, but before July 11, 2002, shall be subject to the provisions of this chapter only if the solicitations for such contracts stated that the chapter would be applicable. 

2.203.040 Contractor Jury Service Policy. 

A contractor shall have and adhere to a written policy that provides that its employees shall receive from the contractor, on an annual basis, no less than five days of regular pay for actual jury service. The policy may provide that employees deposit any fees received for such jury service with the contractor or that the contractor deduct from the employees’ regular pay the fees received for jury service.

2.203.050 Other Provisions. 

A.
Administration. The chief administrative officer shall be responsible for the administration of this chapter. The chief administrative officer may, with the advice of County counsel, issue interpretations of the provisions of this chapter and shall issue written instructions on the implementation and ongoing administration of this chapter. Such instructions may provide for the delegation of functions to other COUNTY departments.

B.
Compliance Certification. At the time of seeking a contract, a contractor shall certify to the County that it has and adheres to a policy consistent with this chapter or will have and adhere to such a policy prior to award of the contract. 
2.203.060 Enforcement and Remedies. 

For a contractor’s violation of any provision of this chapter, the County department head responsible for administering the contract may do one or more of the following:

1.
Recommend to the board of supervisors the termination of the contract; and/or,
  
2.
Pursuant to chapter 2.202, seek the debarment of the contractor. 

2.203.070. Exceptions.

A.
Other Laws. This chapter shall not be interpreted or applied to any contractor or to any employee in a manner inconsistent with the laws of the United States or California.

B.
Collective Bargaining Agreements. This chapter shall be superseded by a collective bargaining agreement that expressly so provides.

C.
Small Business. This chapter shall not be applied to any contractor that meets all of the following:

1. 
Has ten or fewer employees during the contract period; and,

2.
Has annual gross revenues in the preceding twelve months which, if added to the annual amount of the contract awarded, are less than $500,000; and,

3.
Is not an affiliate or subsidiary of a business dominant in its field of operation.

“Dominant in its field of operation” means having more than ten employees and annual gross revenues in the preceding twelve months which, if added to the annual amount of the contract awarded, exceed $500,000.
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“Affiliate or subsidiary of a business dominant in its field of operation” means a business which is at least 20 percent owned by a business dominant in its field of operation, or by partners, officers, directors, majority stockholders, or their equivalent, of a business dominant in that field of operation. 

2.203.090. Severability. 

If any provision of this chapter is found invalid by a court of competent jurisdiction, the remaining provisions shall remain in full force and effect. 
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