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FINANCIAL MANAGEMENT HANDBOOK
PRIVATE RETURN-TO-CUSTODY FACILITIES

The Financial Management Handbook is to be used by the contractor for the
effective and efficient operation of their Return-to-Custody Program. This
handbook is not a substitute for the contractor's accounting manual, but
provides specific guidelines and state requirements,

Ag a result of issuing a three year contract, the Financial Management Handbook
will change from time to time. As revisions are issued, it becomes essential
that they be inserted correctly and obsolete material removed and destroyed.
Handbook revisions have the same affect as the original Financial Management
Handbook attached to the contract. Handbook revisions can be made without a
contract amendment. The handbook revisions become effective on the date
stipulated in the transmittal letter.

The date initials of the employee inserting the revisions should be entered
below for proper control and maintenance of this handbook.

Revision Date Employee Revision Date Employee
Number Inserted Initials Number Inserted Initials

RTC-FMH1 RTC~-FMHS

RTC~FMH2 RTC~FMH7

RTC~FMH3 RTC~-FMH8

RTC~FMH4 RTC~-FMHS

RTC~FMHS RTC -FMH10
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II.

General

The Director of Corrections is authorized by law under Penal Code Section
6250-6256 to enter into contracts, with the approval of the Director of
General Services, with appropriate public or private agencies, to provide
housing, sustenance, supervision, counseling and other correctional
programs for persons eligible for placement in Community Correctional
Center facilities. Selectad éarole violators ordered :
"Returned-to~Custody"” may be assigned to such facilities. Parole
violators ordered returned to custody are those who have violated their
conditions of parole and have been ordered by the Board of Prison Terms to
serve an additional period of time in custody. The Legislature annually
appropriates funds to the Department of Corrections for this purpose.

Financial Management of Funds

The contractor is required to follow sound financial management practices
including the following Department of Corrections' requirements. Funds
awarded are subject to the following general stipulations:

. Department of Corrections' obligations under the contract are
contingent upon, and subject to, the availability of funds being
appropriated for the purpose of the contract,

« Funds awarded must be used to supplement rather than supplant funds
already available from, other sources for the contracted services.

. The award of funds does not imply or assure ongoing funding beyond the
contract period.

. Funds are awarded for reimbursement for actual costs for the initial
start up period and thereafter all costs will be reimbursed on a per
diem rate for services rendered with a minimum level of reimbursement
guaranteed.

A, Contract Amendments

Any changes in contract terms require advance approval from the
Department of Corrections Administrative Services Division staff. Any
changes which materially alter the intent of the program or exceed the
contract amount requires a contract amendment which must be approved
by the State control agencies and all parties to the contract.

For an initial start up budget, which reimburses the contractor for
actual costs incurred, any budget category overexpenditure exceeding
ten percent or §$5,000 requires a contract amendment. (See

Section III A (4 5) for a listing of the required budget categories.)
Except for profit and facility lease costs, a budget category fund
transfer of less than ten percent or §5,000 can be made without a
contract amendment when it does not materially alter the intent of the
program or exceed the total amount budgeted in the contract. The
contractor shall identify such budget category fund transfers when
submitting an invoice for reimbursement to the Department of
Corrections with appropriate justification before payment will be
made. :




If average inmate occupancy falls to 70 percent or less for one month,
the contractor and the Department of Corrections will initiate
negotiations to determine a new per diem rate based on a bed size
change. A bed size change requires a contract amendment which should
be initiated by the contractor. If average inmate occupancy is 90
percent or more for the month following that month in which occupancy
fell to 70 percent or less, no bed size change and contract amendment
shall be deemed necessary.

Contract Cancellation

1. A contract may be cancelled by either party by giving prior
written notice to the other party as specified in the body of the
contract. In addition, the Department of Corrections may
immediately terminate the contract under any of the following
conditions:

+« HNonperformance by contractor.
. Noncompliance with audit findings.

« Replacement of key personnel with a person or persons who are
inimical to the best interest of the State,

. Conflict of interest.

Further, when the contractor fails to perform according to the
covenants contained in the contract in the manner and at the time
described in the contract, any costs incurred by the State for
termination and recontracting shall be deducted from any amount
due the contractor under this agreement.

2. If the contract is cancelled and it was not the fault of the
contractor as identified above, contract termination costs may be

reimbursed by the State as specified in the contract.

Fire Clearance

Section 13143.6 of the California Health and Safety Code requires that
any governmental agency which places in or refers persons under their
jurisdiction to a community care facility obtain verification that the
physical facility meets the applicable fire and safety requirements as
promulgated by the State Fire Marshal. Organizations contracting with
the Department of Corrections must obtain an appropriate fire
clearance report. This fire clearance report must be obtained from
the local fire marshal and the report must state that contractor's
facility conforms to all existing life and safety requirements of the
State Fire Advisory Board. The report must be certified by the State
Fire Marshal prior to submittal to the Department of Corrections. The
Department of Corrections may disallow costs claimed for any services
rendered prior to the obtaining of the fire clearance.




D.

Personnel Policies \

The contractor's Project Director will be directly responsible for the
implementation of the program activities and for compliance with the
Department of Correctionsg' administrative and fiscal regulations
relating to the contract. .

In conjunction with the Project Director, the Piscal Officer is
responsible for administering and maintaining adequate fiscal records
to determine allowable and applicable program costs in accordance with
generally accepted accounting principles.

The contractor must report in writing to the Parole and Community
Services Division the resignation or dismissal of key personnel who
are an essential part of the successful operation of the contracted
program. The contract may be immediately terminated by the Department
of Corrections if the replacement of key personnel is detrimental to
the program as determined by the Department of Corrections.

The contractor must maintain a written personnel policy manual which
will include, but is not limited to: 1) employee's work hour policy;
2) employee benefit policy (e.g., vacation, sick leave, holidays,
retirement/pension, insurance coverage); 3) promotion and pay
increase policies; 4) duty and position statements; 5) the required
qualifications for each classification; 6) complaint and redress
policies and procedures; 7) hire and termination policies and
procedures; and 8) nondiscrimination policy. Personnel policies must
be in conformance with applicable rules, law and regulations dealing
with the employment of individuals.

Nendiscrimination Clause

During the performance of this contract, the recipient, contractor and
its subcontractors shall not deny the contract's benefits to any
person on the basis of religion, color, ethnic group identification,
sex, age, physical or mental disability, nor shall they discriminate
unlawfully against any employee or applicant for employment because of
race, religion, color, national origin, ancestry, physical handicap,
mental disability, medical condition, marital status, age or sex.
Contractor shall ensure that the evaluation and treatment of employees
and applicants for employment are free of such discrimination.

Contractor shall comply with the provisions of the Fair Employment and
Housing Act (Government Code, Section 12900 et seq.), the regulations
promulgated thereunder (California Administrative Code, Title 2,
Section 7285.0 et seq.), the provisions of Article 9.5, Chapter 1,
Part 1, Pivision 3, Title 2 of the Government Code (Government Code,
Sections 11135-11139,5) and the regulations or standards adopted by
the awarding state agency to implement such article.

Recipient, contractor and its subcontractors shall give written notice
of their obligations under this clause to labor organizations with
which they have a collective bargaining or other agreement.




H.

The contractor shall include the nondiscrimination and compliance
provisions of this clause in all subcontracts to perform work under
the contract.

Conflict of Interest

An organization will not be considered for a contract award if any
Department of Corrections employee or a member of a Department of
Corrections employee's family has a financial interest in the program
and occupies a decision-making position in the organization.

In addition, the officials and employees of the contractor's program
shall also avoid actions resulting in or creating an appearance of:

1. Using an official position for private gain.
2. Giving preferential treatment to any particular person.
3. Losing independence or impartiality.

4. Affecting adversely the confidence of the public in the integrity
of the program.

Internal Control

It 1s the responsibility of the Project Direc¢tor and the Fiscal
Officer to implement adequate internal control procedures. The
Project Director and the Fiscal Officer will be held personally
responsible for any misappropriation of contracted funds.

The characteristics of a satisfactory internal control system would
include, but are not limited to the following:

1. A plan of organization that provides for a separation of duties
appropriate for proper safeguarding of the entity's resources.

2. A system of authorization and record procedures adequate to
provide effective accounting control over assets, liabilities, |

revenues and expenses.

3. An established system of practices to be followed in performance
of duties and functions of each of the organizational departments,

4. Personnel of a quality commensurate with their responsibilities.
5. An effective system of internal review.

Accounting Principles

The contractor will maintain written accounting policies which outline
the type of accounting system and identifies the accounting procedures
used in accordance with generally accepted accounting principles as
promulgated by the American Institute of Certified Public Accountants
(AICPA). It should include but not be limited to personnel, travel,
procurement, petty cash, chart of accounts, cost reporting, year-end
adjustments, resident trust fund and internal control system.
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Cost Reports

The contractor must submit quarterly and annual cost Teports (see
Appendices C and D) to the Audit/Rate Development Section, California
Department of Corrections, P. O. Box 714, Sacramento, CA 95803. Upon
request and approval by Administrative Services Division, the
contractor can utilize computerized cost reports to meet their needs
as long as the required information is provided. Quarterly cost
reports must be submitted for the "first complete reporting quarter
after the start up period ends". If cost reports are not completed
within 45 days of the period, the Department of Corrections can
withhold future contract payments until the completed cost reports are
received. Guidance for the completion of. the attached cost reports
will be provided by contacting the Department of Corrections,
Audit/Rate Development Section at (916) 324-1211.

III. Accounting Systems/Financial Records

A,

General

The accounting system maintained by the vendor must be in conformance
with generally accepted accounting principles as stipulated by the
American Institute of Certified Public Accountarnts (AICPA) to ensure
that the accounting records will provide information necessary to
identify receipt and expenditure of all project funds. This
information must be reported on Department of Corrections cost
reporting forms or on equivalent cost reporting forms specifically
approved by the Department of Corrections, Administrative Services
Division. (See Appendices C and D). Program expenditures and income
for each facility must be identifiable.

The financial records maintained for a start up period must be in
conformance with the approved budget. All costs must be applicable
and allowable to the contracted program. If there is noncompliance
with the approved budget, reported costs can be disallowed.

When maintaining financial records under the Department of
Corrections' per diem rate reimbursement system, recorded costs must
accurately reflect the financial condition of the contracted program.
Questioned costs can occur when nonapplicable or nonallowable costs
are included in the program's financial statements.  Unresolved
questionable costs will be considered an offset against reported costs
(Appendix C) which will be used as a basis for determining future
Department of Corrections' per diem rates. When reimbursement is made
on an actual cost basis, questioned costs can be disallowed and offset
against monthly reimbursements (Appendices B and E).

Under the Department of Corrections' per diem rate reimbursement
system, it is essential that accurate financial records be maintained
so that the contractor can determine if allowable and applicable
program expenditures are being covered by the Department of
Corrections' monthly reimbursement payments that are issued by the
State Controller's Office.




Expenditures of contract funds must be recorded in general ledger
accounts which parallel the following budget categories:

. Personnel Costs

.« Staff Benefit Costs

. Transportation Costs

. Contracted Services/Consultant Costs

. Egquipment Costs

. PFacility Lease/Use Costs

. General dperating Costs

+ Food Costs

« Administrative Overhead Costs

. Contingency Reserve (for nonprofit contractor)

Subsidiary Records/Documentation

Source documents (e.g., invoices, time and payroll records, indirect
cost computations and change orders) are the instruments which bring
about the actual expenditure of funds.

These transactions are recorded in subsidiary accounting records
(e.g., cash receipts and disbursement ledgers, cost analysis reports,
technical cost appraisals) and then summarized in the general ledger
accounts. '
All general ledger account entries must be supported by both the
subsidiary records and the original source documentation. All costs
recorded will be supported by sufficient, competent and relevant
source documentation. Adequate internal control procedures will be
implemented so that the accounting system described can provide
accurate and current financial reporting information.

’

Allowability of Cost

When a contractor is reimbursed for program services performed under
the start up budget, allowable costs are those expenditures which:
(1) are in conformance with the approved contract budget and have
specific prior approval when required; and (2) are for goods and
services necessary to the project's operation at the time the costs
are incurred. Any expenditure not meeting both these criteria can be
disallowed.

Under the Department of Corrections' per diem rate reimbursement

system, costs are allowed for goods and services necessary to the
project's operation that are expended in an efficient and effective




manner at the time the costs are incurxed. Costs are not restricted
to an approved budget. If nc¢nallowable program costs are noted during
the review of the contractor's financial records, they can be
questioned. Unresolved questioned costs will be considered an offset
against the contractor's reported costs under the unified quarterly
cost reporting system which is used as a basis for determining future
per diem rates. Only in a case of misappropriation or unresolved
questioned costs when the contractor is reimbursed on actual costs in
lieu of the per diem rate reimbursement as a result of low occupancy
will a contractor's questioned costs be directly disallowed and offset
against monthly reimbursements.

Any savings which may result from the contractor's efficient operation
of the program under a per diem rate reimbursement system can be
retained by the contractor if program needs are complied with in
accordance with the contract terms. See Appendix A, item 26 and 27
regarding proprietary fee and/or a contingency reserve requirements
for profit and nonprofit organizations.,

1. Personnel Costs

a. Personnel salary costs should be commensurate with the level
of responsibility and experience necessary to perform
contracted program obligations. Recommended salary levels
were outlined in the request for a proposal and will be
updated annually.

b. Salaries or wages of personnel who are involved in more than
one program must be charged to each program on a proportional
basis. Therefore, time sheets must show how much time each
employee spent on various programs and salary costs must be
prorated accordingly.

Salaries and wages are allowable only for the time the
employee is exclusively assigned to the contracted program.

c. Job descriptions and duty statements must be maintained for
all staff paid through the Department of Corrections'
contract. In addition, all affected employee personnel files
will indica*e the date of employment, rate of pay, funding
source, pay increases, promotions and status changes, employee
benefits, withholding and salary deduction information, and
the date and reason for termination of employment.

d. Salaries will be adequately documented by time cards signed by
the employee and the immediate supervisor and by payroll
register, payroll warrant, employee personnel file, and the
program's general ledger accounts., All reported salary costs
will be based on actual expenditures.

e. Each staff person to be employed in the contracted program
must be cleared in advance by a designated Department of
Corrections' Regional Office staff before their salaries can
be allowed.




f. When occupancy is at or under 70 percent, staff costs and
funded positions must be reduced as requested by the
department to prevent excessive costs when facility occupancy
is low. At no time can staff be reduced to an unsafe level to
protect the surrounding community and facility residents.

Staff Benefit Costs

Fringe Benefits/Payroll Taxes are allowable in accordance with
governmental rules, laws and regulations. In order for emplovee
retirement plan costs to be allowable, the plans must be a
"qualified" plan meeting the requirements as set forth under
Section 401(a) of the Internal Revenue Code and Section 17501 of
the California Revenue and Taxation Code. Employee benefits
should be commensurate with the level of responsibility and
experience of the affected employees. The recommended
contractor's average employee benefit rate is 21.06 percent for
nonsecurity personnel and 28.89 for security personnel.

Contracted Services/Consultant Costs

A consultant is defined as an individual or a firm with which a
program contracts for professional services. A contract for
professional services must be in writing. Professional services
include, but are not limited to, accounting, auditing, legal and
training servicés. Employees of the contracted program are not
included in this designation.

Under a start up budget, the contractor must obtain prior written
authorization from the Department of Corrections, Business
Services Section if consultant costs for a service exceeds one
thousand dollars ($1,000). Before approval can ke granted, the
contractor must submit: (1) three competitive: bids in writing
from individuals or firms providing the same service which must
provide a description of the service to be rendered, the proposed
rate and total payment; or (2) in the event that three
individuals or firms cannot provide the required consultant
service(s), the contractor shall describe the service(s) required,
his unsuccessful attempt to obtain written bids for such services
and the selected consultants' unique qualifications to provide
such service along with the consultant contract rate and total
payment. The contractor must make an attempt to negotiate a
teasonable rate.

Under a per diem rate system, consultant contracts do not need
Department of Corrections' approval.

Transportation Costs

a. Only costs for travel which is directly related to the program
are allowable. This includes, but is not limited to, visits
by the Project Director or facility staff to a Department of
Corrections' district, regional or headquarters office.




b. Program transportation costs should not exceed the rates
currently in effect pursuant to State Board of Control Rules
at the time the costs were incurred when contract
reimbursements are made based on actual costs.

c. All program transportation costs shall be supported by a
Department of Corrections participant location control log or
by a travel expense voucher showing purpose, location, dates,
time of travel, rates claimed, and/or nmileage logs and any
applicable receipts.

Nonexpendable Equipment Cost

Equipment is identified as nonexpendable or expendable minocr
equipment. For expendable minor equipment requirements see
BExpenses, Section III. C. 7. Nonexpendable equipment is defined
as movable articles of nonexpendable property which have all of
the following characteristics:

. A normal life (including extended life due to repairs) of two
years or more.

« An identity which does not change with use (i.e., is not
consumed by us€..s)e :

« A nature that makes formal property accountability practical.

. An approximate unit cost of $150.00 or sensitive items with
value less than $150.00 (i.e., a calculator).

a. Nonexpendable Equipment Purchases (Start Up Period)

A contractor has the option of either using all vendor-owned
nonexpendable equipment, all state-owned nonexpendable
equipment or a combination thereof. A contractor can budget
and request the purchase of all state-~owned nonexpendable
equipment items during the start up period. The acquisition
of new state nonexpendable equipment is not allowable when
suitable nonexpendable equipment required for the project is
already available in the contractor's facility. If the vendor
selects to use all or part of its own nonexpendable equipment
in the operation of the program, it must meet the standard
nonexpendable equipment complement and will be paiqgd
depreciation costs through the per diem rate based on that
standard.

All nonexpendable equipment to be purchased or leased that is
under the start up period budget must have prior approval from
the Department of Corrections, Business Services Section. The
request for approval must be submitted with at least three
competitive bids on a price quotation form (Appendix F). The
bids must stipulate the same specifications for the
nonexpendable equipment items to be purchased. After the
purchase of the nonexpendable equipment, the contractor must




attach to the monthly invoice a stock received report
(Appendix G) with a copy of the invoice which shall indicate
the type and kind of nonexpendable equipment purchased.

In certain categories of items such as office copiers and
filing cabinets, control agency approval is required and only

certain types of nonexpendable equipment can be purchdsed.

The nonexpendable approved budgeted equipment items were

" developed for a model facility. Changes to the model facility

nonexpendable equipment list can be made as a result of the
unusual characteristics of some facilities. Prior approval
from the Department of Corrections, Parole and Community

Services Division and Business Services Section is required.

Nonexpendable equipment purchased under the start up budget
will remain the property of the State and shall be properly
identified as such. The contractor will be accountable for
all nonexpendable equipment purchased; if the nonexpendable
equipment is missing during the Department of Corrections®
review, the applicable cost can be disallowed. The
nonexpendable equipment will be returned to the State when
services are no longer provided to the Department of
Corrections by the contractor.

Equipment Replacement Fund

Nonexpendable equipment that is used by the contractor for a
Department of Corrections' program will be replaced when
obsolete by establishing an equipment replacement fund.
Equipment is obsoclete when the cost of repair is more than
half its current purchase value. The equipment replacement
fund shall be an interest bearing account that is insured by
an Agency of the U.S. Government., Funds will be deposited in
the equipment replacement fund as stipulated in the contract.
The equipment replacement will be maintained by and be the
responsibility of the contractor. The equipment replacement
fund can only be used by the contractor to purchase
replacement equipment and other needed equipment upon the
specific approval of the Department of Corrections, Business
Services Section. ‘

The request for approval must be submitted with at least three
competitive bids on a price quotation form (see Appendix F).
Equipment costs can be disallowed if prior approval was not
obtained. The equipment replacement fund would then be
replenished by the contracteor in the amount of the
disallowance. After the purchase of the nonexpendable
equipment, the contractor must attach to the quarterly
Statement of Changes in Equipment Replacement Fund form
(Appendix C) a stock received report (Appendix G) and a copy
of the invoice which shall indicate the type and kind of
nonexpendable equipment purchased.

10
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Any nonexpendable equipment purchased with monies from the
equipment replacement fund will remain state property and all
remaining funds, both principle and interest, will be returned
to the Department of Corrections upon request or when services
are no longer provided to the Department of Corrections by the
contractor. -

Only in the case of a ¢atastrophic emergency will the
Department of Corrections directly purchase replacement
equipment. A catastrophic emergency is one which in the
opinion of the Department of Corrections prevents the
placement of parole violators in the facility because of lack
of proper nonexpendable equipment.

In the event that a parole violator destroys or damages
nonexpendable equipment, he/she will be responsible for
replacing or repairing the equipment. 1In this instance, the
Department of Corrections will pay for replacement equipment
only after all other recourse has been exhausted and the
contractor has presented documentation of such to the
Department of Corrections, Business Services Section. To
provide for payment of destroyed nonexﬁendable equipment,
either a contract amendment is required or the equipment
replacement fund can be used.

The contractor will report the status of the equipment
replacement fund on a quarterly basis on the Department of

Corrections Cost Reports (Appendix C).-

Only facilities that use state-owned nonexpendable equipment
must establish an equipment replacement fund.

Contractor-Owned Nonexpendable Equipment

Equipment that is purchased by the contractor and not paid for
through the equipment replacement fund or the start up period
budget is the contractor's own equipment. The contractor does
not need prior approval nor does he/she have to follow the
State purchase procedures for contractor-owned nonexpendable
equipment., The contractor can purchase any nonexpendable
equipment that is deemed beneficial to the program if it is
the contractor's own nonexpendable eguipment.

The contractor that uses vendor-owned nonexpendable equipment
receives depreciation costs for the use of their nonexpendable
equipment in the program under the per diem rate system based
on a nonexpendable equipment list. When the facility is
operated with vendor-owned equipment, it will be the
responsibility of the contractor to maintain an adeguate
equipment complement necessary to operate the program based on
the nonexpendable equipment list.

"




6.

If the contractor deems that the approved noriexpendable
equipment is insufficient for their operation, they can
purchase a more expensive model. The increase in cost will be
paid by the contractor and will not be reimbursable under the
start up period or by the equipment replacement fund nor
through equipment depreciation.

The contractor is required to take a yearly inventory of state
. and contractor-owned nonexpendible equipment utlilized in the

program which must ber submitted to the Department of

Corrections, Audit/Rate Development Section (Appendix D).

Facility Lease/Use Costs

The Department of Corrections will reimburse a contractor for the
actual cost of leasing or, when it is c¢ontractor-owned, for using
the facility designated in the contract. ILease/use costs cannct
exceed the contracted amount. The lease/use cost reimbursement is
calculated to provide the lessor or owner with a fair return on
his investment in the facility.

Prior written notification and approval for facility lease/use
costs is required if a faciltiy is contractor-owned or if it is
owned by an individual or corporation that has a vested interest
in and/or is related to the contractor.

Reasonable lease cost can be determined by a fair rent appraisal..
An appraisal of the property's fair rental market value must be
submitted to the Department of Corrections, Financial Management
and Support Services Branch for approval.

To be acceptable, such appraisals of the facility designated in
the contract must be supported by an appraisal report. - Both-the
appraisal, if separate from the appraisal report, and the
appraisal report must be signed by a certified appraiser. An
appraiser must be certified as a "MAI" (Member, American
Institute) by the American Institute of Real Estate Appraisers,
Chicago, Illinois; or "SRPA™ (Senior Real Property Analyst) or
"SREA" (Senior Real Estate RAnalyst) by the Society of Real Estate
Appraisers, Chicago, Illinois.

The appraisal report must include the following conflict of
interest disclaimer:

I (name) , California Real Estate
Broker's license number , certify that
neither I, my family nor my firm, (name of firm), have
any financial interest in the above appraised property
or the lease of such property or the corganization under
contract with the Department of Corrections. ‘

Information on the total square footage occupied by the total
program and that percentage allocated to the Department of
Corrections' contracted program {where applicable) must be submitted
with the appraisal.

12
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Facility lease/use cost for a contracted program should not exceed
the fair rent appraisal amount: - In special cases when it is
difficult to obtain a facility that meets program criteria within
a given location, a written request with justification for an
exemption from this quideline will be considered when it is in the’
best interest of the State.

When a facility lease ends during the contract period the new
lease should be limited to the consumer price index "Rent,
Residential" increases based on the prior lease cost or it should
be limited to the fair rent appraisal amocunt. In special cases
when it is difficult to retain the facility that meets program
criteria within a given location, a written request with
justification for an exemption from this guideline will be
considered when it is in the best interest of the State.

Some additional guidelines to use in assessing the reasonableness
of a facility's lease/use cost are:

. The allowance for approximately 103-250 square feet per inmate;
at a cost range of 77¢ to 94% per square foot. - However, there
is some flexibility. For example, the number of square feet
per inmate could exceed the upper limit of 250 if the cost per
square foot falls below the lower limit of 77¢ and vice versa.

« The monthly lease/use cost at one percent of the facility
purchase price/market value.

+ The proposed monthly lease/use cost in comparison to the
average lease cost per inmate for existing re-entry facilities.

When a facility is partially used by the Department of Corrections
program, lease cost will be allocated according' to program usage.

As a guideline, facility lease escalator clauses should be limited
to the percentage increase in the most applicable item within the
Consumer Price Index (CPI), "Rent, Residential" within the major
category, "Housing"” for the Standard Metropolitan Statistical Area
(sMSA), Class A, in which the facility is located. If the ’
facility is not located within one of the Class A SMSA's within
California as designated by the U.S. Bureau of Labor Statistics,
lease costs should increase no more than the average percentage
increase in "Rent, Residential®” in the California CPI. -In special
cases of inequity or particular difficulty, written requests with
justification for exemption from this guideline will be considered
when it is in the best interest of the State.

General Operating Expenses

Allowable operating expenses are defined as necessary

expenditures, exclusive of personal service costs,
contract/consultant service costs, program transportation costs,
facility lease/use costs, food costs, administrative cverhead
costs and nonexpendable equipment costs, but includes expendable

13




equipment costs. Operating expenses shall be direct charges,
based on actual costs substantiated by source documentation, such
as purchase orders, requisitions, bills of lading, stock received
reports, invoices and warrants issued., Operating expenses are
allowable as follows:

Qe

Ca

go

Utility Costs

Utility costs can include, but are not limited to, gas,
electric, water and trash collection costs.,

Communication Costs

Communication costs can include; but are not limited to,
telephone service, messenger service and postage costs.

Office Expenses

Office expenses include office supplies and other sundry
expenses, The items purchased should be comparable in price
to the office supplies per unit in the surrounding area.

Program Supplies

Program supplies include items purchased which directly
benefit the participants of the program. Program supplies
include, but are not limited to, newspapers, brochures,
magazines, books and other related publications.

Household Supplies

Household supplies are those items necessary for the operation
of a residential facility. Household supplies include, but
are not limited to, linen, kitchen utensils, and cleanin
supplies. :

Linen Service

Linen services consist of outside services obtained to provide
clean linen to the facility. Prior written approval from the
Department of Corrections, Business Services Section is
required when the cost of linen service exceeds $1,000 under
the start up period budget. Nc approval is required when
reimbursed under the per diem rate system.

Maintenance and Repair

Allowable maintenance and repair costs are those that are
necessary for the upkeep of the facility, but whi¢h neither
adds to the permanent value nor appreciably prolongs the
intended life of the facility but keeps it in an efficient
operating condition. Prior written approval from the
Department of Corrections, Business Services Section is
required when the cost of maintenance exceeds $1,000 under the
start up perisd budget. No approval is required when
reimbursed under the per diem rate system.

14




h. Insurance

Fidelity, liability and fire insurance for the operation of
the program are allowable. When a facility is also utilized
by other programs, the allowable insurance costs must be
allocated according to usage.

i. Expendable Minor Equipment

Expendable minor equipment is defined as all other equipment
items that do not meet the nonexpendable definition in
Section III. C. 5. For specifid guidelines in determining
expendable versus nonexpendable equipment contact the '
Department of Corrections Contract Services Unit at

(916) 324-4914.

Expendable minor equipment can be purchased by the contractor
without prior departmental approval during the start up period
out of the operating expense category. Expendable minor
equipment purchased through the start up budget remains state
property until the useful life of the item has expired.
Expendable minor equipment under the per diem rate system will
be purchased by the contractor and will be the contractor's
property. The contractor is reimbursed for expendable minor
equipment purchases through depreciation that is included in
the rate.

j. Permits and Appraisal Costs

Licenses, permits, local government use fees and fair market
appraisal costs are allowable. Prior approval by the
Department of Corrections, Financial Management and Support
Services Branch is required before costs are incurred for a
fair market rent appraisal and it should meet the Department
of General Services' standards. These costs can be incurred
prior to the effective date of the start up budget.

k. Other Operating Expenses

For the allowability of other operating expenses (see
Appendix A.

Food Costs

When appropriate, food items should be purchased in bulk orders at
wholesale prices. Surplus food programs such as the Department of
Education's program should be utilized whenever possible.  Food
costs can only be allowed for residential facilities that provide
food for their residents.

The food cost category should only include food stuffs used in the

preparation of a meal. It does not include eating utinsels, pots,
pans, cleaning detergents, etc.
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D.

10.

Food served must comply with prescribed nutritional standards.
Prepared meals must be handled in accordance with applicable State
and local health codes. Noncompliance with state and local health
codes can result in the immediate cancellation of the contract.

Administrative Overhead Costs

Administrative overhead costs are costs incurred for the services
provided to the contracted program by the administrative branch of
the organization. Such services rendered must be measurable and
applicable to the contracted facility program. Administrative
costs include direct central supportive services for personnel,
accounting and purchasing costs that cannot be directly claimed.

Administrative costs that are directly allowable in the program's
approved start up budget cannot be included in the computation of
the administrative overhead rate.

A cost allocation plan must be submitted to Department of
Corrections, Financial Management and Support Services Branch
according to the attached cost reports (see Appendix C). The cost
allocation plan must include written justification for the method
used in allocating administrative overhead costs to the contracted
program. Documentation supporting the administrative overhead
rate is subject to audit.

A cost allocation plan is not required when the contracted program
does not maintain a central service branch in their organization.
Administrative cost would be directly recorded in the facility's
accounting records.

Contingency Reserve

Nonprofit organizations who experience excess revenue over
expenses under the per diem rate system of reimbursement must
utilize those funds to establish a contingency reserve.
Contingency reserve funds shall be used for unforseen and/or
nonreoccuring costs necessary to sustain the contracted program,
for the continuation of the contracted pregram and/or a similar
program to assist ex~offenders. It is recommended that profit
organizations also establish a contingency reserve or make some
other financial arrangement for unforeseen and/or nonreoccurring
costs necessary to sustain the contracted program.

Program Income

Program income consists of, but is not limited to, contract revenues,
other contributions, donations and funds received for reimbursement of
services rendered to federal, state, county and local governmental
agencies. ' :

Program income must be recorded and identified to offset specific
program costs. Adequate internal control procedures will be
implemented and will be outlined in the contractor's accounting manual
to protect program revenues,
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Iv.

Compensation from more than one source for more than the total cost of
a service is not allowable. A contractor cannot receive compensation
from two or more funding sources for more than the full cost of the
services performed even though both funding sources could benefit.
Allowable program costs in such cases are limited to the proportionate
share of the program utilized by the Department of Corrections.,
However, other funding sources can be used to supplement the program
as long as the additional funds are used to cover those costs for
services which exceed the cost reimbursed under the contracted rate.

Under the per diem rate, the contractor can realize excess revenue
over expenses. A reasonable contingency reserve fund shall be
established by nonprofit organizations to fund unforeseen program
expenditures (see Appendix A, item 26 and 27).  Although a profit
organization need not establish a contingency reserve fund, it has the
same responsibility to fund unforeseen program expenditures.

Trust Fund Accountability

Contractors having an inmate trust account system will maintain those
accounting records necessary to provide for the recording of ‘all
transactions affecting the inmate trust accounts. This aceounting
system should also provide accurate and current information relative
to each individual inmate trust account included within the trust
account system. All entries to the individual trust accounts should
be supported by sufficient and relevant source documentation. Monthly
reconciliations should be performed to ensure the accuracy of the
accounting records. Inmate trust funds will not be utilized for
expenditures relative to the operation of the facility or any other
expenditure not authorized by the inmate(s) and approved by an
assigned Department of Corrections' staff.

Payment of Program Sérvices

There are two basic ways in which the contractor is reimbursed. The first
is on an actual cost basis during the initial start up period. The second
is on the contracted per diem rate plus facility lease/use cost; however,

a special arrangement becomes effective when average occupancy for a month
is 70 percent or less.

Ao

Start Up Reimbursement

The contractor will be reimbursed for services rendered for the
initial start up period of the program on an actual cost basis
according to the contract budget. Actual costs will be reported on a
"Monthly Expenditure Statement" and be accompanied by a "Monthly
Invoice" and "Register of Participation" (see Appendix E).

Per Diem Reimbursement

After the completion of the start up period, the contractor will be
reimbursed for services rendered according to the contracted per diem
rate when occupancy is greater than 70 percent, A contractor's total
monthly payment request on a per diem basis will be reported on a
"Monthly Invoice" accompanied by a "Register of Participation" (see
Appendix B).
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c. When Occupancy is 70 Percent or Less

If average occupancy for a month is 70 percent or less, the contractor
uses the figure of 70 percent of facility capacity in place of the
actual (if lower) occupancy in completing the "Monthly Invoice" form
for the first month of 70 percent {(or less) occupancy (see

Appendix B).

If the facility's average monthly occupancy remains at 70 percent or
less for any subsequent consecutive month(s), the contractor will be
reimbursed on the basis of actual c¢ost. For such month(s), the
contractor will submit a "Monthly Expenditure Statement" accompanied
by a "Monthly Invoice"™ and "Register of Participation" (see

Appendix B). This actual cost reimbursement arrangement will remain
in affect until average occupancy for a month is 90 percent; at that
time, reimbursement will revert to the contract per diem rate plus
facility lease/use costs.

Incomplete or improperly prepared monthly reports will be returned for
correction before payments will be made.

The contractor will request reimbursement on a monthly basis using the
"Monthly Invoice" form specified by the Department of Corrections.

Monthly invoices not received by the Department of Corrections, Accounting
Office within forty-five (45) days after the end of the month in which the
costs were incurred may be discounted by 1.5 percent. In addition, if
monthly invoices have not been received by the Department of Corrections,
Accounting Qffice within ninety (90) days after the end of the month in
which the costs were incurred, such invoices may be disallowed in their
entirety.

The contractor will submit the "Monthly Invoice" to a designated
Department of Corrections' representative in the field who is monitoring
the program. The Department of Corrections' representative will verify
that each participant listed on the "Register of Participation™ received
the services as described in the contract. The contractor can only
include in the "Register of Participation®™ the first day of participation,
but not the last day, unless adequate documentation is provided and
attached to the invoice. The monthly invoice should be forwarded by the
Department of Corrections' field representative to the Department's
Accounting Office, P. O. Box 714, Sacramento, CA 95803 within five (5)
days after receipt so that it can be processed to the State Controller's
Office for payment to the contractor.

The contractor will not provide nor be paid for services until the
contract is approved by the required state agencies -~- Department of
Corrections, Department of Finance, Department of General Services and the
State Personnel Board when required.

Fiscal Control, Cost Reporting and Accounting Records Assistance

Assistance and advice reqgarding fiscal control, cost reporting and
accounting records will be provided to contractors upon request to the
extent feasible., Clarification and interpretations of the contents of
this handbook may be obtained by contacting the following:
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VI.

Chief, Audit/Rate Development Section
Department of Corrections

P. O. Box 714

Sacramento, CA 95803

Phone No., (916) 324-1211

Fiscal Audits

Audits of the contractor's financial records will be performed on a time
schedule to be determined by the Department of Corrections, Audit/Rate
Development Section.

The Department of Corrections or any duly authorized representative shall
have access and the right to examine, audit, excerpt and transcribe any
books, documents, papers or records of the contractor which in the opinion
of the State may be related or pertinent to this agreement. Such material
must be retained for a period of three (3) years after the termination of
the contract or until an audit is completed by the State and all questions
arising therefrom are resolved, whichever is sooner, Noncowmpliance with
financial management guidelines set forth herein can result in a
disallowance of reported costs under the start up budget or when there is
misappropriation of funds under the per diem rate system.

When payment is made under a per diem rate system, reported costs can be
guestioned. Unresolved questioned costs can result in a reduction in
future rates developed by the Department of Corrections.

If substantive disallowances or questionable costs are found, a draft
audit report will be issued to the contractor for review and comment. The
contractor will have thirty (30) working days to submit written comments
and/or supply additional source documentation for the auditor's
consideration in preparing the final audit report.

The contract has thirty (30) day after he receives the final audit report
to make a formal reply to the findings. The reply must indicate what
action has been taken or is intended to be taken regarding each audit
finding or recommendation. The reply to the final audit report will be
reviewed by an Administrative Review Committee consisting of: (1) Deputy
Director, Parole and Community Services Division; (2) Deputy Director, -
Administrative Services Division; and (3) Assistant Deputy Director,
Financial Management and Support Services. The Administrative Review
Committee findings will be the final departmental position on the
facility's audit.

If the contractor does not reply in writing within the allotted time, the
report will be considered accepted in full and the State will proceed
accordingly.

The reply and any related questions to the final audit report should be

made to the Nepartment of Corrections, Financial Management and Support
Services Branch, P. 0. Box 714, Sacramento, CA 95803.
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If audit findings as determined by the Administrative Review Committee
result in disallowances for which the contractor should repay monies to
the State of California and if payment for the audit findings is not
received within thirty (30) days after the Administrative Review Committee
findings are issued, the amount involved will be deducted from future
monthly claims until the audit disallowance is fully paid. Nonpayment of
audit disallowance may result in immediate cancellation of the contract as
well as notification to the California Department of General Services that
the contractor has refused to honor the audit findings and appropriate
action will be taken to collect the amount due the State.
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APPENDIX A

ALLOAABLE COST STANDARDS FOR SELECTED ITEMS

A. Purpose and Applicability

Te

Objective. This attachment provides standards for determining the

allowability of selected items of cost when a contractor is reimbursed
actual costs under a start up budget. It also is intended to be a guide
for the contractor's cost decisions and recordkeeping when under a per
diem rate systenm.

Application. These standards will apply regardless of whether a
particular item of cost is treated as a direct or indirect cost.
Failure to mention a particular item of cost in these standards is not
intended to imply that it is either allowable or unallowable, rather
determination of allowability in each case should be based on the
standards provided for similar or related items of cost. The
allowability of the selected items of cost is subject to the general
policies as stated in the Department of Corrections' Financial
Management Handbook.

B. Allowable Costs

1.

3.

5.

Accounting. The cost of establishing and maintaining accounting and
other information systems required for the management of contracted
programs is allowable. This includes cost incurred by central service
agenciles for these purposes,

Advertising. Advertising media includes newspapers, magazines, radio
and television programs, direct mail, trade papers and the like. The
advertising costs allowable are those which are solely for:

a. Recruitment of personnel required for the contracted program.

b. Solicitation of bids for the procurement of required goods
and services.

c¢. Other purposes specifically provided for in the contract.

Audit Service. The cost of audits necessary for the administration and
management of functions related to contracted programs is allowable.

Bonding., Costs for premiums of fidelity, surety and performance bonds
are allowable.

Budgeting. Costs incurred for the development, preparation,
presentation and execution of budgets are allowable.
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6.

8.

9.

10.

1.

12.

13.

14.

Central Stores. The cost of maintaining and operating a central stores

organization for supplies and materials used either directly or
indirectly for contracted programs is allowable.

Disbursing Service. The cost of disbursing contract program funds by

the contracting organization's treasurer or other designated officer is
allowable. Disbursing services cover the processing of checks or
warrants from necessary records of accountability and reconciliation of
such records with related cash accounts,

Employee Morale, Health and Welfare Costs. The cost of health or first

aid clinics and/or infirmaries, recreational facilities, employees'
counseling services, employee information publications and any related
expenses incurred in accordance with general state policy are allowable.
Income genérated from any of these activities will be cffset against
expenses.

Exhibits. Costs of exhibits relating specifically to the contract

programs are allowable.

Legal Expenses. The cost of legal expenses required in the

administration of contract programs is allowable. Legal expenses for
the prosecution of claims against the State are unallowable,

Materials and Supplies. The cost of materials and supplies necessary to

carry out the contract programs is allowable. Purchases made
specifically for the contract program should be charged thereto at
their actual prices after deducting all cash discounts, rebates and
allowances received by the contractee. Incoming transportation charges
are a proper part of material cost. Material and supplies purchases in
excess of $1,000 need prior written approval and the three bid process
is required pursuant to State Administrative Manual, Section 1272,
Paragraph 8.

Memberships, Subscriptions and Professional Activities. Memberships.

The cost of membership in c¢ivic, business, technical and professional
organizations is allowable provided: (1) the benefit from the .
membership is related to the contract program; (2) the expenditure is
for contractor's membership; (3) the cost of the membership is
reasonably related to the value of the services or benefits received;
and (4) the expenditure is not for membership in an organization which
devotes a substantial part of its activities to influencing legislation.

Meetings and conferences. Costs are allowable when the primary purpose
of the meetings is the dissemination of technical information relating

to the contract program and they are consistent with regular practices

followed for the other activities of the contractor.

Payroll Preparation. The cost of preparing payrolls and maintaining

necessary related wage records is allowable.

Personnel Administration. Costs for the recruitment, examination,

certification, classification, training, establishment of pay standards
and related personnel activities for contract programs are allowable.
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15,

16.

17,

18,

19.

20.

21,

Printing and Reproduction. Costs for printing and reproduction services

necessary for program administration including but not limited to forms,
reports, manuals and informational literature are allowable when such i
services are in support of the purpose of the Department of Corrections' |

contracted program.

Procurement Service. The cost of procurement services including

solicitation of bids, preparation and award of contracts and all phases
of contract administration in providing goods and services Ffor contract
programs is available.

Taxes. In general, taxes or payments in lieu of taxes which the

contractor is legally required to pay are allowable.

Training and Education. The cost of in-service training, customarily

provided for employee development which directly or indirectly benefits
contract programs is allowable. Out~of-<service training involving
extended periods of time is allowable only when specifically authorized by
the staff of the Department of Corrections, Parole and Community

Services Division Regional Office.

Transportation. Costs incurred for freight, cartage, express, postage

and other transportation costs relating either to goods purchased,
delivered or moved from one location to another are allowable. When
such allowable transportation costs occur in moving items from one of
the contractor's Department of Corrections' contracted facilities to
another, the cost shall be charged against the receiving facility's
contract. '

Depreciation. The contractor may be compensated for the use of

buildings, capital improvement and equipment through depreciation,

a, The computation of depreciation will be based on .acquisition cost.
Where actual cost records have not been mairitained, a reasonable
estimate of the original acquisition cost may be used. Depreciation
is not allowable if purchases are made with state, local government
or federal funds. . ' ‘

b. Where the depreciation method is followed, adequate property records
must be maintained and any generally accepted method of computing
depreciation may be used. However, the method of computing
depreciation must be consistently applied for any specific asset or
class of assets for all programs and must result in equiitable
charges considering the extent of the use of the assets for benefit
of the program,

Automatic Data Processing. The cost of data processing services to

contracted programs is allowable., This cost may include rental of
equipment or depreciation on contractor-owned equipment. The
acquisition of equipment, whether by outright purchase, rental-purchase
agreement or other method of purchase, is allowable only upon specific
prior approval by the Department of Corrections, Financial Management
and Support Services staff when under a start up budget. (See
Equipment Purchases, Section IITI. C. 4.)
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22.

23.

25.

Insurance and Indemnification.

a. Costs of insurance required or approved and maintained pursuant to

the contract are allowable.

b. Costs of other insurance in connection with the general conduct of
activities are allowable subject to the following limitations:

1. Type and extent and cost of coverage will be in accordance with
state policy and sound business practice.

2. Costs of insurance or of contributions to any reserve covering
the risk of loss of or damage to state property is unallowable
except to the extent that the State has specifically required or
approved such costs.

¢. Contributions to a reserve for a self-insurance program. approved by
the State are allowable to the extent that the type of coverage,
extent of coverage and the rates and premiums would have been
allowed had insurance been purchased to cover the risks.

d. Actual losses which could have been converted
insurance (through an approved self-insurance program or otherwise)
are unallowable unless expressly provided for in the contract.
However, costs incurred because of losses not covered under nominal
deductible insurance coverage provided in keeping with sound
management practice and minor losses not covered by insurance suc¢h
as spoilage, breakage and disappearance of small hand tools which
occur in the ordinary course of operations are allowable excluding
all items on the contract nonexpendable equipment list., Such items
on the contract nonexpendable equipment list are state property and
shall be replaced with funds from the Equipment Replacement Fund.

by permissible

e. Indemnification includes securing the State against liabilities to
third persons and other losses not compensated by insurance or
otherwise. The State is obligated to indemnify the contractor only
to the extent expressly provided for by the contract except as
provided in (d) above.

Management Studies. The cost of management studies to improve the

effectiveness and efficiency of management for ongoing programs is
allowable subject to such prior authorization as may be required by the
State.

Professional Services. Cost of professional services rendered by

individuals or organizations not a part of the State is allowable
subject to such prior authorization as required under consultant costs
category. Professional service that is to be provided must be in
writing and conform to contract provisions.

Proposal Costs., Costs of preparing proposals on potential state

contracts are allowable when specifically provided for in the agreement.




26, Proprietary Fee. Profit under the contract is allowable for the
contractor only if the contract was awarded in the competitive bidding
procedures pursuant to State Administrative Manual (SAM), Sections 1204,
1210, 1213 and 1241; per SAM, Section 1270, second paragraph. Prior
approval is required.

Unallowable Costs

1. Contributions and Donations. Unallowable.

2. Entertainment. Costs of amusements, social activities and incidental
costs relating thereto such as meals, beverages, lodgings, rentals,
transportation, and gratuities are unallowable,

3. Fines and Penalties. Costs resulting from violations of or failure to
comply with federal, state and local laws and regulations are
unallowable,

4, Capital Expenditures. The construction, renovation, alteration,
improvement or repalr costs of privately-owned property which would
enhance the value of such property to the benefit of the owner are
unallowable pursuant to State Administrative Manual, Section 1272,
Paragraph 7.
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RETURN-TO-CUSTODY

MONTHLY INVOICE

(Offical Namq of Contractor)

(Address of Contractor)

TO: FROM:

California Department of Corrections
Parole & Community Services Division

(Fac{l{ty Name)

(Street Address) _ (Facility Address)

(Clty, State, Zip Code) (Contract Number)

In accordance with the above-numbered contract, payment is requested for
satisfactory services provided in the month of .

1. Percent occupancy (See Note A)

2. Total resident days (See Notes B and C)

3. Reimbursement Rate Per Contract S
4, Subtotal (See Note D) $
5., Add: Actual Rent/Lease Costs (See Note E) $
6. TOTAL PAYMENT REQUESTED: (See Note F) S

The undersigned certlfles that by review and verification of the attached 'Reglster(s)
of Particlpation,'satisfactory service has been provided In accordance wlth the
above~numbered contract.

/7 /o
(Signaturs ot rrogram Director or rlscal Oftficer) (Datel {S1gnature of P&CS UTvision Kepresentativel (Date)
Notes:
A« Percent occupancy equals 'total resident days' from the attached Reglster(s) of Particlpation divided

BO

H.

by days in the month times facil!ty capacity.

If occupancy Is greater than 70 percent enter 'total resldent days' from the attached Register(s) of
Particlpation and compute the total (line Z x {ine 3 = lIne 4 + Ilne 5 = line 6} and enter it on
line 6 as the Total Payment Requested.

If occupancy s 70 percent or lass enter 70 percent of faclillity capaclity per month In 'total resident
days'.{line 2) and fI!! In llnes 3, 4, 5 and 6.

Multiple the contracted rate by 'total resident days' as determined In note 2 or 3.
Actual lease costs (not to exceed contract amount).

If occupancy for the previous monthly Involce equaled 70 percent or less, enter actual tota!l
expendltures from the Monthly Expendlfure Statement. When occupancy averages 90 percent or more on a
subsequent month, return to the normal use of this Involce for that month. (Attach previous monthly
involce 1f current involce payment Is based on actual expenditures due to 70 percent or less average
occupancys)

If the monthiy involce 1s not received by P&CS Division staff within 45 days after the end of the
month in which the costs were Incurred, a 114 percent penalty may be discounted agalnst the Invoice.

If the moﬁfhly Invoice s not recelved by P&CS Division staff within 90 days after the end of the
month [n «hich the costs were incurred, the entlre involce may be disallowed.

RTC Fiscal 1 (2/85) 27




RETURN=TO=-CUSTODY
REGISTER OF PARTICIPATION
For the Month of

Name of Faclliity Bed Size | Contract No, Reason Codes
1, Paroled - 2. Discharged
, 3, Escape
Address of Facllity City . Zip Code 4, Disciplinary 115 incident
(Jall)
5, Disciplinery 115 incident
Signature of Facility Manager Title Fhone No, (institution)
6, Transferred fo another
( ) facility
| PARTICIPANT PARTICIPATION PERIOD DEPARTURE
‘ TOTAL
CcoC RESIDENT { EFFECTIVE { REASON
‘ NAME NUMBER FROM TO DAYS A/ DATE CODE
|
!
|
I
TOTAL RESIDENT DAYS (Page Total) Page of

The Total Resldent Days column should Include the first day of participation, but not the last day,
uniess adequate documentation is provided and attached to the involce,

RTC Flscal 2 (2/85)
28




RETURN-TO-CUSTOOY A
MONTHLY EXPENDITURE STATEMENT—
(Submit only {f occupancy 1s 70% or less)

For the Month of: Contract Number

Name of Faclllty

/
Personnel Cosfgi

Staff Benefit Costs

Transportation Costs

Consultant/Contracted Services

Equipment Costs

Faclllty Lease/Use Cost

General Operating Expenses

Food Costs

Administrative Overhead

Contingency Reserve

Proprietary Fee

Total Program Expendltures

LY Submit+tal of a monthly expenditure statement Is only required
for the perlod following the Involce whers occupancy averaged
70 percent or less.

B/

= Personnel cost breakdown by classification and position/name
Is requlired. (See form RTC Flscal 3.2 (2/85).)

RTC Fiscal 3.1 (2/85) 29
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RETURN=TO=-CUSTODY
MONTHLY EXPENDITURE STATEMENT
(Submit only when occupancy is 70% or less)

For the Month of:
Name of Faclility

Contract Number

Page 2 of 2

Personnel Cost Breakdown

Classification/Name

Salary & Wages A/

Total

B/

Manager

Asslstant Manager

Secretar y/Adminlstrative Asslstant

Food Service Manager

Supervising Cook

Community Program Monitor |1

Community Program Monitor |

Total Personnel Costs

page ong,

30
RTC Fiscal 3,2 (2/85)

Report salary and wage costs incurred during the month,

— Only include total cost per classification In this colunn ang forward total Personnel Costs to
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DEPARTMENT OF CORRETTIONS

: ' RATE DEVELOPMENT UNIT
RWF=~4
COST REPORT
Izgal Name of Conkractor
 Business Office Mailing Address City Zip Code
Contact Person Title Phone No.
{ )
[35:2 of Organlzation Type of Organization Profit Nonprofit
L__ Corporation Partnership Proprietorship
Report for the  1st Qtr. | 2nd Qe 3rd Qtr. 4th Qtr. 198_/8
. e SRCnE., -
" "we of Facility Included in This Report] Contract Date - |Bed Size | Contract No.
Adéress City 2ip Code
Contact Persen mitle Phone No.

( )

List other Facilities for which wou h

ave CDC contractse

Neme of Facility

Addaress and Phone

| Contract No.




STATEMENT OF PROGRAM INCOME AND EXPENSES

Contract Number

Name of Facllity

For Quarter Ended

LINE CURRENT PRIOR LINE
NO. QUARTER QUARTER | NO.
Frogram rRevenues:
01 Féderal Government Contracts 01
02 | Callfornla Department of Corrections Contracts 02
03 | County Government Contracts 03
04 | Other Revenues (Specify): 04
05 05
06 06
07 | Total Revenue 07
Frogram cxpenses:
08 | Salarles (From Schedule A) 08
09 |Payroll Taxes and Fringe Beneflts (From Schedule B and C) 09
10 | Transportation Costs 10
11 | Consultant/Contracted Services 11
12 | Equipment 12
13 | Lease/Use Costs 13
14 | General Expenses 14
15 | Food Costs 15
16 | Administrative Overhead 16
17 | Contlngency Reserve (Nonprofit Organlzations) 17
18 [Other (Specify): 18
19 19
20 | Total Program Expenses (add |ine 8 through 19) 20
21 Net [ncome (Loss) for the Quarter (subtract line 20 from line 7) 21
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STATEXIRT OF CBANGITS IN IQUIPHENT

RIPLACDENRT FOuD N
Name of Facilivy . Tor Qmr. Inded
m’? FRIOR

LIKE QUARTZR OUARTTR Lm:*
NO. NO.

alance &t beginning of Quarter ‘
01}  As Previously Stated ! 01
p2! haswgemencr wn ®ripr Ome, Madsnce thescmipe 22
03 - 03
I —— . e
os 2 les
08 { Ralance 4t Beginning of Omarter as Asstated ‘06

Ad: Xguipment Pund Appropriaticas Proa CODC
07| Date Meceived: 7 / L T ey
IR . iwnd . Y g
g8 ! Dpos Bemwipmd. / / os
10 | Interess Earned N e
11| Other Addizions to Dyuipment Yund (Note at botsom of page) M1
12 | Tozal Meitions to Ecuiowent Meplacesest Pund 2

lexs: Druipment Purchases” -
13 . { )1t ) 113
14 : { 1t ) b
15 H R Yy s
16 { Y1 ( }y pé
17 | Tots) Eoviomen: Purchases : ! REE ) p7
18 | Equipment Neplacement Pund Balance at End of Cuarter ?
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St

NAME OF FACILITY 7 FOR THR QUARTER ENDED

ECHEDULE Ay BALARIES AND HAGES OF FACILITY BTAFF

AHE
Ho ]

. AND
TOTAL SALARY AND HACES RECEIVED

1I0URS QUARTER

DATFE. HIRED

DATE
TERMINATED

REASON FOR TERMEIMA®,

HAHE JOB VITLE PAID §/{vontil (1) | wontu (2) | Howmn (3). TOTAL

.2

sonthly Totals
TOTAL SALARY AND WAGES pPOR TIEE QUARTER

1/ Report total hours paid {n this quarter, or monthly salery rate {f not patd by hourly rate,



NAME OF FACILITY FOR QTR. EIDED

= SCEELDULE B: PAIRDLLiTAXES SCEEDULE C: FTRINGE BENZFITS
LDE, QUARTER L TNE .QUARTER
2O, | ITEM TOTAL NO. | ITEM TOTAL
FICA ‘ ) 01 | Medical Insurance
02| ¥OTA 02 | Life Insurance
03)8TI 03 | Retirement
04 |Worker's Comp. 04_| Annyity
Other (Specify): . ’ Other (Specify):
05 05
06 | 06
07 | TOTAL o | 07 | ToTAL ’

Questions About Non-Salarv Compensation

If a pension expense is reported, was the plan(s) for which the expense was reported
IRS approved?

TES RO

Were all of the items on the schedules of payroll taxes and fringe bemefits for which
an expense 1s reported available to all employees on an egual basis?. (Differences in
the availabiliry of bemefits due to length of service or regular hours of employment
need not be noted.)

TES NO

A. 1If RO, please attach a list of those items which were not equally available to
all emplovees, and for each idemntify: (l) the employees, or types of emplovees,
who received it; and (I) the expemnse attributambile to each employee or employee
type. '

Do any employees receive compensation in lieu of salary (other than the bene‘lts in-
cluded in schedule B or C above)?

YES 2o}

A. 1Z YES, please.attach a sheet on which you: (1) state which employees receive
compensation in lieu of salary‘(Z) describe what each receives; (3) give the
approximate expense of the bemefit; and (4) identify the reporting schedule(s)
in which this expense is reported.
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Contract Number

RETURN=TO-CUSTQOY
STAFF ING PATTERN
(Number of Positions)

AS OF

(Date)

FOR QUARTER ENDED

-

Faclllity

Facll ity Manager

Food Services Supervisor

Assistant Manager
Sec,/Adm, Asslstant
Supervising Cock

Crew Supervisor

Comm, Prog., Monitor i}
Comm, Prog., Monftor |

Rel lef Monitor

Others

DAILY
TOTALS

From To

Monday

Tuesday

Wednesday

DAY SHIFT

Thursday

Friday

Saturday

Sunday

Totals

ARERTAAREEARTRA XL

EXERERKXRRR

ERRR

RARER ARER | KORR | AR RRXAER ] RRER L3.3.3.]

RRRR

LR .2

EREHE

HERRXXNRK %

From To

Monday

Tuesday

Wednesday

SWING SHIFT

Thursday

Friday

Saturday

Sunday

Totals

AARREXIRRARFLRRR

REAXERTRAE

LEE.E

RRER LE 3 T ] XERR I XARR ®ERR 1 XREKR TRRR

LE3 3]

LE3 23

RRXR

RS LR E

From To

Monday

Tuesday

Wednesday

GRAVEYARD SHIFT

Thursday

Friday

Saturday

Sunday

Totals

Total Starr Loverage
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CERTIFICATION

I, , certify as follows:

(Name of Individual)
That I am an official of and am duly authorized to

‘ (Name of Contractor (D.B.A.))
sign this certification; that to the best of my knowledge the financial

information provided in the accompanying Cost Reports under

(Contract Number)
are true and correct as prepared from the books and records of

. . . (Facitity Name)
in accordance with applicable instruction.

(Facillty Address)

If the report was prepared by a person other than the owner, partner or officer,
his/her declaration is based upon all information of which he/she has ‘any

knowl edge.

Owner, Partner or Officer (Type or Print)

Last Int+ial First

Title

Signature of Owner, Partner or Officer Date

Name of preparer, if other than Owner, Partner or Officer

Last Initlal First

Title

Signature of Preparer Date
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APPENDIX D

YEARLY COST REPORTS

TABLE OF .CONTENTS |

TITLE PAGE
Cost Report 40
Balance Sheet ~ Assets 41
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Facility lLease/Use Cost Questionnaire 45
Equipment Listing 46
Certification 49
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DEPARTMENT OF CORRECTIONS
" RATE DEVELOPMENT UNIT

RWE~4
COST REPORT

’ Legal Name of Coniractor
Business Office Mailing Address City - 2ip Code
Contact Person Title Phone No.
{ )
Date oz Organizacgion Type of Organization Profit Nonprofit

Corpeoration . Partnership Proprietorship

dst Qtr. ,' ' 'an Otr. 3rd Qtr. ~4th Qtr. ) 198_/8

norm———— RS

Report £or the

“e of Pacility Included in This Report) Lontract Date Bed Size | Coniract No.

Address . City : 2ip Coge

Contact Person Title Phone No.

~mist other Facilities for which vou have CDC contracie
Rame of Facility “Address and Phone | Contract No.




AS Qr
KAME OF TACILITY
(1) {2)
ASESETS .

fine Current Prior [ine
»o. Quarter Cuarter  (No,

CORRIXT ASSETS
01 | Pecty Cash 23
82 | Casn 02
03 | Sbort-Term Invertments B3
04 | Accomrts Receivable: Califorria Depsriment of Corrections 04
s Jederal Burean of Prisons 05
06 local County -G overmment 06
o7 Lrmate Oontsitarcions oY
08 Other A/R (Specify) oe
o3 Other A/R-(Specily) - oc
10 | Motes Receivable: Officers, Owners and Telated pesties 10
11 Orher W/ ASpacify) 11
12 | Prepaid Txpenses CarE o tae 12
13 “Total Cuzrent Assets (Sam-of linas 01 thru 12) 13

LOWC~-TERe INVESTMENTS AND FURDS T
14 | long-Term lnvestments: Bonds 14
15 | Leme=Terz Iovastments: Raal Estere (Net of Accum. Dev.) 15
16 | Other Lonp-Tern Torvestments: 1&
17 | Spacial Purpose Pimd: (Specify) ’ . 17
18. | Spwcial Pzrpose Pund: (Specity) 18
18 Total lmvestments and Punds yo

TIXID ASSETS )
20 /| land 20
21 | Land Improvesents 21
_2_2__ «y a4 - o
23 1 Less: Acoymuisted Depreciytion - building wnd IRmroveneniz ( 22
2. L Leasehole loprovenenss 24
26 : red eiseion ~ leasehold iwvrovements ( 25
26 | Fywemd egeme god Tord ompeee 26
27 | Jess; Accmmlated Depreciacios - furnieure wnd eouipmes: { 22
28 Nez Tiged Assere rd

OTEER ASSITS (Specify)
26 28
30 30
31 3
32 Total Other Awsers 2
a3 TOUTAL ASSETS (Sum of linas 12, 19, 28 &nd 3Q2) l_______t 33
NOTL: If more space is needed to enter thc recuested LnfOfMATION, use A separate sbeet

titled Page %.1 and begin each entry wit: “Live Mo. _ :°
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RAME OF FACTLIIY

1) {2
fine TIASILITIES D ULy Current Prier Line
¥o. Quarter Quaster Ra.
CORRERT LIABILITIES
01 | Lccoumres Pavable 01
G2 Notes and loans Pavable 02
03 | 4cerued Salzsies and Wages Paysble 03
04 | Accrued Payroll and Withholding Taxes YA
05 | Accrued Interest Pavable )]
06 | dceroed Ipcowe Taxes 06
07 | Deferrad Revenue m
06 | Current Maturities of lomg Term Debt : ° pe
08| orber Cuzrent Liabilities 09
10 FUZAL COREERT LIAXIITICS (Som of lives U1 thru 09) 10
11 | Bonds Pawable 1)
12 | Morrrages Pawxble 12
13 Sotes Pavgble o
14 | other Bomeurres: Tiabilicies 14
15 Tecal Long Term Debt (Som 6f Linea 11 thru 14) 15
16 | iess smoon: shown as ewrremt liabilisy (Line 08) ( { 2136
17 Pet lLonz Term Debr (Line 15 miwos Line 16) $ 17
N '... \
18 CORTINGYNT LIAXILITIES 18
19 TUTAL LIABTLITIFS (Sam of Limes 10,17 and 18) $ 19
EQUITY (Kom-Profiz) '
20 §Fund Balsnce 28
EQUITY (Investor—owned)
rrefesred scock (per or stated walue § peT share,
: shares authorized
i shares iasued snd outstanding
21 N ‘ 1
Coemon Stock (par or stated value '$ ‘ per share,
‘sharss authorized
(22 shares isswed and outstandimg 22
23 {Addirional Paid~In Capizel B3
Recained Earnings (capitsl acemunr for partoership or sole
-, [Propriecorship) be
RS TOTAL EOUITY (Sum or Lines 20 thru 24) s s ‘
6 IOTAL LIABILITIZS AND ENITY 5 ¢ £
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STATEMERT OF C2ANGES TR EQUITT

HAME OF FACILITT

JUR QIR. IRDED

(1) (2)
z CORRENT PRICE e
X¥0. OUAETTR DUATIY® |NC.
BALANCE AT BECIRNDNG OF QUATCIR
0l |~ 4S5 PEIVIOUSLY SIATED 01
Q2. | Adjosteents to Prior Qrr. Balsace -(descride): 02
03. : {e3
o4 — B - }0‘
Q5 R0 AR Sy Qs
D6 | BALANCE AT BECDUING OF QUARTTR, -AS KESTLITD 0§
ADDITIONS (DEDUCSTIONS): -
107 |ves Income (Loss) ) oo
08 |Cxpizal Come=ibuziens 08
{05 |Domated Proversy snd Leutomwest los
10 |Procseds frem ‘Sale ©f Stock 10
11 |owoes's Draw 3111
12 |Dividends Patd )12
OTETR CRAKGZS
13 13
14 1
15 15
" he he
17 {17
15 |EQTTTY BALANCT A= EXD OF OUAXTIR 18

ROTES:
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ADMINISTRATIVE COST ALLOCATION PLAN

fACILITY NAME CONTRACT NUMBER

Please provide a brief description of the basis used for allocating the central
office expenses (and any other appropriate overhead costs) to this Department of
Corrections' contract and to all other projects or programs that your
organization administers.

Then include an annual cost schedule of the allocated administrative overhead
expenses to include:

Salaries and Wages
Fringe Benefits
Payroll Taxes
Travel Costs
Contracted Services
Equipment
Operating Expenses.

(A computer printout can suffice provided it presents the same cost information.)

44



FACILITY LEASE/USE COST QUESTIONNAIRE

FACILITY NAME : CONTRACT NUMBER

9.
10.

11.

9.
10,

Section I: CONTRACTOR COWNED

On what date was the property purchased?

Was the property purchased from a related party?

No Yes Relationship:

What was the purchase price?

What is the length of the mortgage? years.

What is the interest rate? %,

What is the monthly principal and interest payments? §$ /month.
What i1s the appraised market value of the property? $ Date

What is the name and address of the appraiser?

Certification

What is the relationship of the appraiser to the contractor?

What is the appraiser's financial interest in the property appraised?

How much did you pay in property taxes for the last fiscal year?

What is the square footage of the facility? : Square Feet

Section II: LEASED

Who is the legal owner of the facility? Name:

Address:
City/State:
Phone No.:
Is the lessor a related party?
No _Yes Relationship:
What is the term of the lease? From to
What is the monthly lease payment? $ /month.
What is the appraised market value? § Date

What is the name and address of the appraiser?

What is the relationship of the appraiser to the contractor?

What is the appraiser's financial interest in the property?

To the Lessor?

What is the square footage of the facility? Square Feet

Attach a copy of the facility lease agreement (only if it has changed

since the last reporting period).
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9t

Name of Facility

EQUIPMENT LISTING

For Year Ended

Furniture

(1) (2) 3) (4) (5) (6) (7) {8)
State-Owned jPurchased w/ Total
{S) or Equipment Cost
Vendor- Replacement Date Unit {Col. 5 x State
Description of Items Cwned (V) Yes/No Acquired Quantity Cost Col. 6) Decal HNo.
I.. Office Bquipment
[TI. Office Furniture
I.iving/Recreation Area
I1X.




BQUIPMENT LISTING

(1) (2) (3} (4) (3) : {6) (7} (8)

State-Owned lPurchased w/ Total
{8) or BEquipment Cost
Vendor- Replacement Date Unit {Col. 5 x State

Description of Items " | Owned {V) Yes/No Acquired Quantity Cost Col. 6) Dacal No.

IV. Bedroom Furniture

Ly

Kitchen/Dining
V. Area Equipment

Kischen/Dining
VI. Area Furniture




EQUIPMENT LISTING

(1) (2) (3) (4) {5) (6) (1) (8)
state—Owned?mrchased w/ ' Total
{8) or Bguipment Cost
Vendor- Replacement Date unit {(Col. 5 x ~ State
Description of Xtems _Owned (V) Yes/No Acquired Quantity Cost Col. 6) " Decal No.

’11. .Recreation/Laundry Equipment

III. Miscellaneous Equipment




CERTIFICATION

I, , certify as follows:

(Name of Individual)
That I am an official of ' and am duly authorized to

(Name of Contractor (D.B,A.))
sign this certification; that to the best of my knowledge the financial

information provided in the accompanying Cost Reports under
' (Contract Number)

are true and correct as prepared from the books and records of

. . . (Facllity Name)
in accordance with applicable instruction.

(Faciilty Address)

If the report was prepared by a person other than the owner, partner or officer,

his/her declaration is based upon all information of which he/she has any

knowl edge.

Owner, Partner or Officer (Type or Print)

Last inttial First

Title

Signature of Owner, Partner or Officer Date

Name of preparer, if other than Owner, Partner or Officer

Last Initial First

Title

Signature of Preparer Date
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START UP PERIOD

MONTHLY REIMBURSEMENT FORMS

TABLE OF CONTENTS
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RETURN -TO-CUSTODY
START UP PERIOD

MONTHLY INVOICE

(Of flcal Name of Contractor)

{Address of Contractor)

T0: | ! FROM:

California Department of Corrections
Parole & Community Services Division

(Facll ity Name)

(Street Address) (Facil ity Addraess)

(Clty, State, Zip Code) (Contract Number)

In accordance with the above-numbered contract, payment is requested for
costs incurred in the month of .

TOTAL PAYMENT REQUESTED: 3§

The undersigned certifies that, by review and verification of the attached
'Register(s) of Participation,' satisfactory service has been provided in
accordance with the above-numbered contract. In addition, the facility
Program Director certifies that the attached statement of expenses are
substantiated by source documentation and are in compliance with the
Financial Management Handbook and the contract budget.

[/ [/

(Signature of Program Director or Fiscal Officer) (Date) (Signature of PACS Divislon Representative) (Date)

Notes:

1. I+ the monthly Invoice Is not recelved by P&CS Divislon statf within 45 days after the end of the
month in which the costs were Incurred, a 11/ percent penalty may be discounted agalnst the Involcs,

2. |f the monthly Involce Is not recelved by P&CS Division staff within 90 days after the end of The
month In which the costs were incurred, the entire Involce may be disallowed,

/
RTC Fiscal 4 (2/85) 51




Page 1 of 2

RETURN=TO~CUSTODY

For the Month of:

MONTHLY START UP EXPENDITURE STATEMENT

Name of Faclllity

Contract Number

Actual Expend{tures

Curren+t
Monthly Costs

Praviously
Reported Costs

Total Reported
Costs to Date

Budgeted Costs

Personnel Costs
Manager .
Asslstant Manager
Sec./Adm. Assistant
Food Service Supervisor
Supervising Cook
Commun{ty Program Monitor |l
Commun ity Program Monltor |
Total Personnel Costs
Staff Beneflit+ Costs
Facllilty Lease/Use Cost
Food Costs
Equlpment Costs
Transportation Costs
Consultant/Contracted Services
General Operating Expenses

Adminlstrative Overhead

Contingency Reserve

Total Program Expendlfuresé/

fa 2 o o a8 At b s

At SR

N R

IR T

A
L4 Forward total of Current Monthly Costs to the monthly start up cover Involce.

RTC Fiscal 3.1 (2/85)
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Page 2 of 2
RETURN=TO=-CUSTODY
MONTHLY START UP EXPENDITURE STATEMENT

For the Manth of: Contract Number
Name of Facllity

Personnel Cost Breakdown
Classification/Name Salary & Wages A/ Total B/

Manager

Assistant Manager

Secretar y/Admintstrative Assistant

Food Service Manager

Supervising Cook

Commun Ity Program Monitor |l

Community Program Monitor |

Total Personnel Costs

A/

— Report salary and wage costs lIncurred during the month,

B/ .

= Only include total cost per ciassification in Tuis coluww aiu forward to Personnel Cost section on
page one,

RTC Fliscal 5,2 (2/85) 53




RETURN-TO=-CUSTODY
REGISTER OF PARTICIPATION
For the Month of

Name of Faciifty Bed STze | Confract No. Reason Codes
1. Paraoled =~ 2, Discharged
53, Escape
Address of Facl[Iity City Zip Code 4, Disciplinary 115 Incident
(Jatt)
5. Disciplinary 115 incident
Signature ot Facllity Manager Title ) Phone No, (Institution)
6, Transferred to another
( ) facility
PART ICIPANT PARTICIPATION PERIOD DEPARTURE
TOTAL
coc RESIDENT ( EFFECTIVE | REASON
MAME NUMBER FROM T0 DAYS A/ DATE CODE
TOTAL RESIDENT DAYS (Page Total) Page of
A

The Total Reslidant Days column should Include the flrst day of participation, but not the last day,
uniess adequaTe documentation s provided and attached To Tne Involce.

RTC Fiscal 2 (2/85) 54



. APPENDIX F

PRICE QUOTATION ONLY

VENDOR: DATE: ' PROGRAM:

- CONTRACT NO:

St euamrrry wair FTOCK ITEN BUMUER PELCHIPTION PER UNFT rorTaL

, FOB POINT AND FREIGHT CHARGES
o [0 #08 "Bnip To™ acdress. price 1 incluce fraight.

_ U FO2 Yendor's ehipping point, as follows (show city & state)

o . Ship freipnt
tollect vis designated carrieqs! (see belowl, etherwise Cheapest
ey, Calif, latrasiate not © sxcoed PUC miniswms,

LN,

+—
VENDOR SIGNATURE: : TOTAL 18

ITHEREBY CERTIFY »a my own personal knowledge
that tha articles or services reguested hervon
e Aecenary for use in my departmant.

eITLE: " ATUEK




STOCK RECEIVED REPORT

APPENDIX G

4755

The following articles were received from Sus-Punciase
Onoxn o8
Date Purciase
Received . __..__. ... .. Onozn No
PARTIAL COMPLETE
Estrvatz NO.
§ =‘ DrscRPTioN RIMARKS ‘ Q’A.\m Precx Axscrorey v
1
2
3
4
5
8
7
g -
S
.0
11
12
13
14
18
16
17
Certification of Receiving Officer
"I Herewy Cexrory, That I have carefully weighed or counted the above articles received by me today;
that they were in good order except as otherwise noted in column “Remarks.”
STD. 1068 (REV. 2.73) Location Rmﬁng Officer





