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MISSION STATEMENT

Commercial Claims Unit on behalf of the county
superintendent  provides excellent services in
examining expenditures by local educational
agencies under its jurisdiction to ensure authority and
legality as mandated by California Education Code
42636/85236.

COMMERCIAL CLAIMS UNIT
CONTACT INFORMATION

ADDRESS
Commercial Claims Unit
School Financial Services (SFS) Division
Los Angeles County Office of Education
9300 Imperial Hwy
Downey Ca 90242

PHONE
(562) 940-1684

EMAIL
SFSCommercialClaims@]lacoe.edu

WEBSITE

REFER TO COMMERCIAL CLAIMS WEBSITE FOR YOUR
DISTRICT CONTACT STAFF
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INTRODUCTION

OVERVIEW

The county superintendent of schools is required by California Education Code 42636/85236 to
examine expenditures of local educational agencies under its jurisdiction to ensure authority and
legality of expenditures. The Commercial Claims Unit (CCU), School Financial Services (SFS),
Los Angeles County Office of Education (LACOE), carries out this function. CCU reviews and
approves district commercial payments.

The County Office uses the BEST Advantage Financial System (FIN) for the review and approval
of these expenditures. It is the source of all information concerning the status of payment requests
and commercial payments. Please contact SFS security team at sfssecurity@lacoe.edu if you need
access to FIN.

PURPOSE OF THIS MANUAL

This manual is to assist the district staff in proper disbursement of vendor payments and support
compliance with education, government and public contract codes and other regulations governing
public fund contracting and expenditures.

The district is required to refer to this document when sending supporting documentation to CCU.
It is recommended that a copy be distributed to Purchasing, Facilities and Accounts Payable staff.

The ultimate responsibility to the taxpayer in ensuring that funds are properly safeguarded and
expended lies with the district. It is important the district has an effective system of internal control.
The county’s review function should not be substituted for the district’s own system of checks and
balances.

Please review the manual carefully. Your suggestions for additions or improvements are welcome
and should be submitted to SFESSystemsandDistrictSupport@lacoe.edu. LACOE encourages
changes which save time, eliminate unnecessary work or duplication of work and/or improve
procedures, as long as such recommended changes meet all legal requirements.

Codes are listed by name and number for reference and

are not quoted in full. For a comprehensive ABBREVIATIONS
understanding, please refer to a particular code’s

complete  text which can be found at Education Code
http://leginfo.legislature.ca.gov/faces/codes.xhtml. Public Contract Code

Labor Code
FOR QUESTIONS REGARDING THE PROCESSING OF

VENDOR  PAYMENTS, CONTACT YOUR CCU Government Code
REPRESENTATIVE. REFER TO OUR WEBSITE FOR THE
CONTACT LIST.

Civil Code
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PAYMENT REQUEST REVIEW PROCESS

DISTRICT ROLE IN APPROVAL PROCESS

The following are the types of payment request documents in FIN that are subject to Commercial
Claims hold: Payment Request Matching (PRM), Payment Request Commodity (PRC), and
General Expenditure (GAX & GAXI for interface districts). District enters and approves payment
requests (PRC & GAX) in FIN based on a district’s particular policies and procedures. Districts
do not create or approve the PRM because it is system generated. Districts who use matching,
approve the invoice in the system, and the system generates the PRM after matching process runs.
Interface districts use their own financial system to enter and approve payment requests. Payment
requests are interfaced into FIN as GAXI for approval.

District approvers are required to review required backup documentations and ensure they are
complete before approving payment requests in FIN. This will expedite the processing of the
payment request when routed to CCU. All agencies are strongly encouraged to attach supporting
documentation for all payment request documents processed prior to submission into the workflow
at your agency.

Interface agencies will have the option of either attaching supporting documentation at the time
when GAXI documents are approved via the document comments in FIN or attach to the document
comments when requested by Commercial Claims.

7|Page Commercial Claims Manual — November 2025



COMMERCIAL CLAIMS HOLD PAYMENT REQUEST PROCESS FLOW

COMMERCIAL CLAIMS PAYMENT REQUEST REVIEW PROCESS FLOW

SFS Commercial
Payment Yes Claims reviews

A

Start

> q held payment request and <€
for review? backup documents for
compliance
‘ l—l Yes
[:s;':l N SFS Commercial |
[ apwrove /| Pty Claims Unit |
PP 4 R No contacts district |
payment / (/ Payment request \: with details of |
request / “\s taken off hold? |
document/ // $hy payment
/ Vi request was not
* No N taken off hold |
Yes|
/N
o
A N
grmme;cilae: <6istrict/Agency\
aims Hol fix issue 4
process runs \\ /
{Process runs \\ 4
twice 12 noon |
and during

i No
nightly cycle) System generates
Automatic
Disbursement{AD}

and warrant/EFT is until issue is fixed

enerated >
& or document is

cancelled
:/ End

v

Payment Request
remains on hold

AUTOMATED PAYMENT HOLD FOR COMMERCIAL CLAIMS HOLD PROCESS

All payment requests approved at the district level do not automatically generate a warrant or
become subject to review by the County Office.

When the Automated payment hold for commercial claims job runs, payment request documents
are selected based on the combination of SACS/BAM Major Object and Amount criteria and
placed on hold. Warrants are generated for the rest of the approved payment requests in FIN after
the nightly cycle. The payment request will be in suspense until supporting documentation is
reviewed and approved by CCU. Each district is assigned a CCU Representative to review
payment requests in suspense.

The automated payment hold job runs twice a day (12pm and during the nightly cycle). Payment
requests on hold for CCU review are on the Suspense Register (FIN-AP-0008) an info advantage
report. You can download this report from info advantage. Contact sfssecurity@lacoe.edu if you
need access to this report. They are also visible real time on the Disbursement Management by
Document (DISBMD) page in FIN.
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GLOBAL VENDOR EXEMPT FROM COMMERCIAL Exemption is based on the
CLAIMS HOLD — Certain types of payments such as utility combination of Fund and Object
bills to Edison, The Gas Company, payroll withholdings and Code used in the payment
fringe benefits expenditures, etc. have been streamlined to request for Global Vendors. Ifa
allow efficient payment. The district can request these DLLEE  Loe [ sorerd
vendors to be classified as Global Vendors to exempt the

request contains a line item with
] a Fund/Object combination not
payment request from being placed on hold. allowable for global vendors,
the whole payment request will
be placed on hold.

Designation of a vendor as global/exempt is limited to
payments of the following Fund/Object combinations:

Description Fund Object Codes
Types
Fringe Benefits All Funds 3400-3499/3700-3799
Fringe Benefits Offsetting Accounts All Funds  9525-9589
Utilities All Funds  5500-5539/5550-5599/ 5900-
5999
Employee Benefits (Self Insurance 67x 5800-5899
Funds)
Associated Student Trust Fund 71x 5800-5899
Financial Aid 74.0 7530/7531/7550
Withhold/Payroll Liabilities 76.0 9511-9518

Procedures and other information regarding Global Vendor set up can be found in LACOE Bulletin
6880 issued on July 25, 2024.
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SUSPENSE REGISTER (FIN-AP-0008)

The Suspense Register is a daily report generated from infoAdvantage to show a list of open
Payment Request documents and their related Purchase Order documents by account string, along
with the corresponding Status and Hold Reason if applicable.

The Suspense Register Report, FIN-AP-0008 can be downloaded from infoAdvantage.

Report ID:  FIN-AP-0008
Run Date:  06/21/2019 Suspense Register
Run Time: 5.57.08 AM
Comm Acty Sched
Vendor PR Document PO Document Ln Ln  Account String ActgLnAmt PayDate  Status  Hold Reason
D Apple Yes Corp GAX,12345,190000000080,1 - 0 1 01.0-00000.0-00000-36000-2210-7700000 104.19 11319 Hold EFT Retumn
Subtotal: 104.19
Octobus Services GAX,12345,190000000081,1 - 0 1 01.0-00000.0-00000-36000-2210-7700000 10000 1/3/19 Hold EFT Retum
Subtotal: 100
D Apple Yes Corp GAX,12345,190000000082,1 - 0 1 01.0-00000.0-00000-36000-2210-7700000 10419 1/319 Hold EFT Retumn
Subtotal: 104.18
» Commercial
SMART AND FINAL GAX,12345,190000000117,1 - 0 1 01.0-00000.0-00000-00000-9596-7530000 100000 2/6/19 Hold Claims
Subtotal: 1,000
, Commercial
SMART AND FINAL GAX,12345,190000000118,1 - 0 1 01.0-00000.0-00000-00000-9596-7530000 1,000.00 2/6/19 Hold Claims
Subtotal: 1,000
p Commercial
SMART AND FINAL GAX,12345,190000000119,1 - 0 1 01.0-00000.0-00000-00000-9596-7530000 1,00000 2/619 Hold Claims.
Subtotal: 1,000
» Commercial
SMART AND FINAL GAX,12345,190000000120,1 - 0 1 01.0-00000.0-00000-00000-9596-7530000 1,00000 2/6/19 Hold Claims
Subtotal: 1,000
. Commercial
SMART AND FINAL GAX,12345,190000000121,1 - 0 1 01.0-00000.0-00000-00000-9596-7530000 1,000.00 2/6/19 Hold Claims.
Subtotal: 1,000
. Commercial
SMART AND FINAL GAX,12345,190000000122,1 - 0 1 01.0-00000.0-00000-00000-9596-7530000 1,00000 2/6/19 Hold Claims.
Subtetal: 1,000
» Commercial
SMART AND FINAL GAX,12345,190000000123,1 - 0 1 01.0-00000.0-00000-00000-9596-7530000 1,00000 2/6/19 Hold Claims
Subtotal: 1,000
infoAdvantage Page 2 of 13

*Refer to the type of expense or object code in this manual for the checklist of required documentation.
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LACOE PAYMENT REQUEST APPROVAL STATUS

In lieu of the Suspense Register, you can view in real time the list of payment requests on hold on
the Disbursement Management by Document page in FIN. On the “Jump to” field enter DISBMD
as shown below or you can use the page search and enter the page code as shown below:

E 3.11.1 Production Page Search

==mge Center

arch Category : "
Fage Type : w
(582 S De=cription :

Jacument Catalag Fage Code :|DISBMD™

Jump to:) OI5ERD i G.;.| tory Browse Clear

s Description Page Code

inistration « Disbursement Management by Document DISBMD

| Business Irtelligence First Prev Mext Last

I Adwantage Admin

Disbursement Management by Document page:

Disbursement Management by Document

¥ Query
Scheduled Payment Date : [ Discounts Pending : v Object Category : Disbursement Category : A
Priority : Fiscal Year : Object Type :
Vendor Code : ey Master Fund : Object Group :
Disbursement Management : " = District/Agency : 1 GoaliCategorical :
User Hold | Yes v Fund : I Major Program :
Hold Payment Reason : 4 | 2 SACS/BAM Object : Doc Code :
Restricted : - Sub Object : DocID :
Totals Total Held $31,873.31 Total Restricted Total Scheduled 531 57331
*Results
Change All Reschedule Date = Single Payment = - User Hold : v Reason : &
Change Selected Disb Mgt : I Priority = & Handling Code : & Disbursement Category : &
Clear Ali(on this page) Select Allien this page)

Restr. Document Vend. Line Vendor Code Legal Name Disb. Mgmt. User Hold Hold Reason Single Pymt. Handling Code  Amount Scheduled Payment Prty. Disb. Cat.
[T Rl 260000002081 1 0000011473 RELIABLE FLOOR COVERING Mo Yes 14 Yes 511,267.90 10/22/2025 a9
\:‘ No PRM, 260000001758 1 0000012458 MOBILE MODULAR No Yes 14 Yes 51,680.00 10/10/2025 a9
‘:‘ No PRM, 260000001922 1 0000012458 MOBILE MODULAR No Yes 14 Yes $3237.15 10/16/2025 a9
O he PRM, 260000001950 1 0000012459 MOBILE MODULAR Ho Yes 14 Yes £2,534.00 107117/2025 99
[0 Me PRM, 260000002053 1 0000013654 LISTER RENTS INC. Ho Yes 14 No 596.52 10721/2025 99
[ Me ERM, 260000002080 1 0000013767 ARBEE INC Mo es 14 Yes 83,739.72 1072212025 99
[0 Me PRM, 260000002050 1 0000015150  JAM FIRE PROTECTION, INC. Mo Yes 14 No 57,622.22 1012172025 a9
\:‘ No PRM, 260000002055 1 0000193638 ARBEE INC No Yes 14 Ne 51,69580 10721/2025 a9

Copy First Prev Next Last

PAYMENT REQUEST PROCESSING TIME
Payment requests are processed in the order approved by vendor payments
the district in FIN and complete required documentation | I fi !
received. Please ensure to attach all required backup e ﬂw It
documents or submit them in a timely manner when for prncessmg_
requested by CCU to expedite the processing of payment and Commercial

requests. If there are missing documents, CCU staff will Claims review.
contact you.

When planning
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BACKUP DOCUMENTATION REQUIREMENTS

[EC 42635/85235]

FORMAT FOR BACKUP DOCUMENTATION

For payment requests on hold, district is required to attach documents in FIN. If documents were
not attached initially, district can attach on the Document Comment section of the payment request
in FIN. (Refer to FIN AP Manual for more instruction on this).

AUTHORIZED SIGNATURES
[EC 42632/85232/42633/85233]

Expenditure must be authorized by a person,
approved by the governing board as shown on
the Certification of Signatures which is required
to be filed annually by the district. District on-
line approvers of payment requests should be on
the current Certification of Signatures on file at
the County office.

When changes in signature authorizations occur
before the expiration of the annual Resolution,
the district must submit a new Resolution. The
new Resolution will rescind all previous
signature Resolutions. The Resolution signed by
the Clerk of the Board, accompanied by
approved Board minutes will suffice.

N

/Delegation of Power \

|[EC17604] Wherever in this code the power to

contract is invested in the governing board of
the school district or any member thereof, the
power may by a majority vote of the board be
delegated to its district superintendent, or to
any persons that he or she may designate, or if
there be no district superintendent then to any
other officer or employee of the district that the
board may designate. The delegation of power
may be limited as to time, money or subject
matter or may be a blanket authorization in
advance of its exercise, all as the governing
board may direct. However, no contract made
pursuant to the delegation and authorization
shall be valid or constitute an enforceable
obligation against the district unless and until
the same shall have been approved or ratified
by the governing board, the approval or
ratification to be evidenced by a motion of the

Qoard duly passed and adopted. J

~

When a change in signature authorization occurs, the approving rights given to the exiting
personnel should be deactivated. A User Maintenance Document (UDOC) should be
completed and submitted in FIN to request deactivation of the approving rights. Please
contact your District System Administrator if you have any questions.

A signature on an expired Certification of Signatures Resolution will not be honored for purposes
of approving a payment request. If the resolution expires before the scheduled organizational
meeting, submit a letter requesting an extension to honor the signatures until a new Resolution is
approved within thirty (30) days after the expiration date.
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BOARD APPROVAL OR BOARD ACTION

Education Code EC35163/72000 (c)(4) states that “Every official action taken by the governing
board of every school district shall be affirmed by a formal vote of the members of the board, and
the governing board of every school district shall keep minutes of its meetings and shall maintain
a journal of its proceedings in which shall be recorded every official act taken.”

When Board Approval is requested, proof that the meeting took place and the action was
affirmed by a formal vote is required. This can be in the form of a copy of the minutes showing
the vote or an actual Board Approval form signed by the secretary of the board. The governing
board may also adopt a rule delegating to any officer or employee of the district the authority to
purchase supplies, materials, equipment or services. This should be specifically indicated on the
Certification of signatures on file for that district.

All transactions entered into by delegation shall be reviewed and ratified by the governing board
every 60 days. [EC17604, EC17605, EC35250, EC35024, EC81655 and EC81656]

GENERAL INFORMATION ABOUT INVOICES

[EC42634/EC85234] states that each order for products and services shall be accompanied by an
itemized invoice showing the separate items and the price of each.

Where it is impractical to secure an itemized invoice, a summarized billing is acceptable. Invoices
must be legible and at minimum include the following:

e Name and address of company or person submitting invoice
e Name of district

e Date of invoice

e Purchase Order number (if applicable)

e Special terms, such as discounts

e Description of each item

e Quantity

e Unit price, extended price for each item
e Hours and rates for labor charges

e Freight charges (if applicable)

e Subtotals of amounts subject to sales tax
e Amount of sales tax (if applicable)

e Total amount of invoice

To assist district in taking advantage of cash discounts, district needs to indicate this on the
payment request so the processing of the payment request can be expedited.
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CONSTRUCTION/PUBLIC WORK PROCESS

The following contracts are subject to competitive bidding:

e Purchase of equipment, materials, or supplies to be furnished, sold or leased to the district
that are over the current bid threshold set by the State Superintendent of Public Instruction
(SSPI) annually

e Services/Construction/public projects

e Repairs over bid threshold. Please see PCC section 20115, and definition of maintenance
projects in PCC section 22002(c)

Construction include: new construction, demolition, reconstruction, site improvement and
building improvements.

Site improvements include: parking lot additions, ramp additions, drainage, sewerage and other
utilities, walks and drives, landscaping and fencing.

Building improvements include: structural changes, installation and upgrade of heating and
cooling system, window or door frames, wall or ceiling coverings, or communication equipment,
and conversion of a room to a classroom space.

Please refer to PCC Section 22002 for public project definition and PCC Section 20115 for
maintenance definition. The table below summarizes the differences. Knowing the difference will
help you know what section to refer to for the backup documents required when you have a
construction project expenditure.

Construction Routine

Re-construction Re-occurring/Scheduled

Improvement Preventive

Demolition Re-surfacing less than 1-inch

Repair Landscape Maintenance

Renovation (moving. watering, trimming,

Painting planting. service irrigation)
Minor Painting
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FORMAL BID DOCUMENTATION REQUIREMENTS

Formal bidding is required for expenditures of more than $15,000 for public projects and
construction services, or more than the bid threshold adjusted every year for materials, equipment,
or supplies as well as repairs and maintenance. [PCC 20111]/[ PCC 20651]

The legal requirements of obtaining bids must also be observed for the purchase of materials such
as diesel fuel, propane, oil or gasoline.

Submit the following documents to the Commercial Claims Unit when formal bidding is required.
DOCUMENTS REQUIRED INCLUDE:

Proof of Advertisement for Bid

Board action awarding bid

Contract/agreement signed by both parties

Bid bond or security

Designation of subcontractors (or statement of “None”)

Payment bond (if over $25,000)

Performance bond (when contractually called for and usually 100% of the contract amount)

Certificate of liability insurance as contractually specified

o © N kWD

Workers compensation insurance as required by code

[a—
=]

. Escrow Agreement (if retention is deposited to an escrow account)

—_—
—_—

. Progress Payment invoice or AIA Application for Payment with appropriate approvals to
pay invoice (i.e., district, architect, inspector, and contractor with retention being withheld)

12. Change order with board approval as needed

13. Stop Payment Notice and Release of Stop Payment Notice
14. Board Acceptance of Completion

15. Recorded Notice of Completion (NOC)
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PROOF OF ADVERTISEMENT FOR BID

NOTICE CALLING FOR BIDS

There should be an advertisement calling for
bids at least once a week for two weeks in
some newspaper of general circulation
published in the district, or if there is no such
paper then in some newspaper of general
circulation, circulated in the county, and may
post on the district’s Web site or through an
electronic portal.

BOARD ACTION AWARDING THE
BID

Board action awarding bid to the lowest
responsive bidder needs to be obtained.

CONTRACT/AGREEMENT

N

6CC20112] For the purpose of securing bids\
the governing board of a school district shall
publish at least once a week for two weeks in
some newspaper of general circulation
published in the district, or if there is no such
paper then in some newspaper of general
circulation, circulated in the county, and may
post on the district’s Web site or through an
electronic portal, a notice calling for bids,
stating the work to be done or materials or
supplies to be furnished and the time when and
the place and the Web site where bids will be
opened. Whether or not bids are opened exactly
at the time fixed in the public notice for
opening bids, a bid shall not be received after
that time. The governing board of the district
may accept a bid that was submitted either
@ctronically or on paper.

-

A signed agreement from the vendor for the project should be obtained by the district. Contracts
are not legal obligation unless approved or ratified by the governing board. This applies to
all contracts, regardless of the dollar amount or time [EC17604].

N

4 Length of Contracts

|[EC17596] Continuing contracts for work to be done, services to
be performed or for apparatus or equipment to be furnished, sold,
built, installed or repaired for the district, or for materials or
supplies to be furnished or sold to the district may be made with an
accepted vendor as follows: For work or services, or apparatus or
equipment, not to exceed five years; for materials or supplies, not to

\_ exceed three years.
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A CONTRACT MUST CONTAIN:

The date the contract was entered into.

The names of the parties to the contract.

w o=

The description of the work to be done or the services to be provided or materials, supplies
and/or equipment to be supplied.

The duration of the contract and/or provision for termination or renewal.

The total amount obligated by the agreement with due date of obligation or payment.
A payment schedule with amounts for multiple payments.

The signatures of the authorizing parties.

Any other terms and conditions that the parties may require.

A S AT A

Where and how the contract is to be completed, if applicable.

BiD BOND OR SECURITY

A bid bond/security is issued as part of a bidding process by the surety to the project owner. It
assures and guarantees that should the bidder be successful, the bidder will execute the contract
and provide the required surety bonds. A bidder’s bond made payable to the district shall
accompany all bids for construction work under sealed cover. Other forms of bidder’s security
such as cash, a cashier’s or certified check are acceptable. The security shall be in an amount equal
to at least 10% of the amount of the bid. [PCC 20413]

DESIGNATION OF SUBCONTRACTORS

Provide list of subcontractors hired by the general contractor (or prime contractor, or main
contractor) to perform a specific task as part of the overall project. If there are no subcontractors,
indicate “NONE” on the List of Sub-Contractors form. (Exhibit 2)

PAYMENT BOND

The payment bond guarantees payment to subcontractors by the surety if the contractor defaults
on payment; it is required on public works over $25,000.00. The call for bids should state that a
payment bond is required. The bond is required to be in place before any payment is made to the
contractor and shall be 100% of the total contract amount. [CC9550], [CC9552]

A change in the contract amount will require an increase in the payment bond amount.

PERFORMANCE BOND

A performance bond is not required by code, but highly recommended by the School Legal
Services. The recommendation is for a bond covering 100% of the contract amount.
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GENERAL INSURANCE

Vendor should provide general liability insurance as contractually specified. This protects the
district against claims for injury or other damages as a result of the contractor’s work.

WORKER’S COMPENSATION INSURANCE

Vendor should provide workers compensation insurance, as required by code. This protects the
vendor’s employees while performing the work on the project.

PROGRESS PAYMENT INVOICE OR AMERICAN INSTITUTE OF
ARCHITECT (AIA) APPLICATION FOR PAYMENT

A vendor should submit a Progress Payment Invoice or AIA Application for Payment with
appropriate approvals to pay an invoice (i.e., district, architect, inspector, and contractor) with
retention being withheld or payment made to escrow account.

The contractor can use any form to apply for payment as long as it shows the contract amount,
change orders, retention, balance to completion, payments to date and schedule of values.

The signatures of Architect, Inspector, Contractor, and District Representative on Application and
Certificate for Payment or Pay Application accompanying each progress payment requests are
required on works that must comply with the Field Act, EC 17280 — 17317, and 17295. Refer to
Bulletin 4424 for Inspection of Work/Inspector and Architect Requirements on Works of Design,
Construction, Alterations, or Additions to any School Buildings per the Field Act Education Codes
(EC) 17280 — 17317 issued on August 16, 2016.

- A S It is not necessary
SCROW AGREEMENT FOR SECURITY to withhold
DEPOSITS IN LIEU OF RETENTION
[PCC 22300]

retention on

equipment, material
and supply

Whenever contract documents require a retention to be
withheld from progress payments, at the request and contracts.
expense of the contractor, the funds withheld may be
deposited to an escrow agent. An Escrow Agreement for Security Deposits in Lieu of Retention
signed by the bank and the contractor could be executed and submitted. A statement of balance
should accompany each payment request to ensure balance in the escrow is not less than the
required retention balance.
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DOCUMENTATION FOR ESCROW PAYMENTS INCLUDE:

e Escrow agreement signed by the contractor, district and escrow officer.

e Ifa vendor is paying into the escrow account, a letter from the escrow officer indicating
the fund balance.

fRetention R
[PCC9203] A payment on any contract
with a local agency for the creation,

RETENTION construction, alteration, repair, or

RETENTION of not less than 5% is required on all progress ~ improvement of any public structure,

payment over $5,000 until final completion and building road, or other improvement, of

acceptance of the project. If the district makes the #/Y kind whi C"h will exceed 35,000, shall
.. : . o not be made in excess of 95% of the
determination to require retention in excess of 5%, it must :

d lvsis and mak 1 ) i work completed and/or the materials
o an analysis and make approvals on a project-to-project L delivered and/or stored. y

basis. However, at any time after 50% of the work has

been completed, if the public agency finds that satisfactory progress is being made, it may make

any of the remaining progress payments in full for actual work completed. The release of the

retention money requires board acceptance of the project as complete and a recorded Notice

of Completion if there was one filed with the County.

N
4 A

[PCC22300] In addition, provision shall be included in the invitation for bid and in the contract
document to permit the substitution of securities for any moneys withheld by a public agency. At
the request and expense of the contractor, securities equivalent to the amount withheld shall be
deposited with the public agency, or with a state or federally chartered bank in this state as the
escrow agent, who shall then pay those moneys to the contractor. Upon satisfactory completion of
the contract, the securities shall be returned to the contractor. The contractor deposits the funds
with the escrow agent. The district shall deposit the retention directly to the escrow account.

N /
N

Within 60 days after the date of completion of the work of improvement, the retention withheld
by the public entity shall be released unless there is a dispute between the public entity and the
original contractor, the public entity may withhold from the final payment an amount not to exceed
150% of the disputed amount.

Exhibit 3: Escrow Form

In addition, final payment (retention) requires a copy of the Notice of Completion (NOC)
recorded by the County Recorder, if there was a NOC recorded. CCU will release Retention
after 30 days from the County Recorder’s date of record.

PLEASE READ [PCC 7107] CAREFULLY BEFORE THE RELEASE OF RETENTION PAYMENTS.
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BOARD ACCEPTANCE OF COMPLETION AND RECORDED NOTICE OF
COMPLETION

COMPLETION means any of the following:

(1) The occupation, beneficial use, and enjoyment of a work improvement, excluding any
operation only for testing startup, or commissioning, by the public agency, or its agent,
accompanied by cessation of labor on the work of improvement;

(2) Acceptance by the public agency, or its agent, of the work of improvement;

(3) A cessation of labor on the work of improvement for a continuous period of 100 days or
more due to factors beyond the control of the contractor;

(4) A cessation of labor on the work of improvement for a continuous period of 30 days or
more, if the public agency files for record a notice of cessation or a notice of completion.

A NOTICE OF COMPLETION is a written notice verified and signed by the owner or his or her agent.
It contains the date of completion, the name and address of the owner, the street address of the site
(or school name), work done, and the name of the contractor. It notifies concerned parties that all
work on the project has been completed. It also sets the period within which concerned parties may

exercise their lien rights against one another. The Notice of Completion (Civic Code 9204) shall
be -

Recorded within 15 days after the date of completion of a work of improvement

Shall be signed by a certified signatory and verified by the public agency or its agent
Shall comply with the requirements of Chapter 2 (commencing with Section 8100) of Title
1; and

4. Shall also include the date of completion. An erroneous statement of the date of completion
does not affect the effectiveness of the notice if the true date of completion is 15 days or
less before the date of recordation of the notice.

When a Notice of Completion is recorded, the deadline for subcontractors and suppliers to record
a mechanic’s lien or file a stop payment notice is 30 days after the recordation. If no Notice of
Completion is recorded, a contractor, subcontractor, or supplier will have 90 days to record a
mechanic’s lien or file a stop payment notice to secure payment for their services on the project.

THE IMPORTANCE OF A NOTICE OF COMPLETION: Although the recording of a Notice of
Completion (NOC) is not absolutely required on any given project, it is very important on a
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construction project. Where a valid NOC is recorded as stated above, a contractor, subcontractor
or supplier under most circumstances must record a mechanics lien or file a stop payment notice
within only thirty (30) days thereafter, they don’t have a longer period to do this which is the case
where there is no valid NOC recorded. Under the same circumstances, a prime contractor has only
sixty (60) days after the recording of a valid NOC to record a mechanic’s lien. Failure to meet
these deadlines often results in loss of the right to a mechanic’s lien or stop payment notice.

Through the proper use of a valid “Notice of Completion” districts can protect themselves by
accelerating the date for filing of mechanic’s liens and stop payment notices.

STOP PAYMENT NOTICE AND RELEASE OF STOP PAYMENT NOTICE

STOP PAYMENT NOTICE is a notice to withhold funds, sent to the agency that is providing the
construction funds for a project. The purpose of the Stop Payment Notice is to provide the financier
of the construction project notice that there is money owed to a contractor, subcontractor or
supplier so that an inquiry can be made as to why that money is not being paid. Once the agency
receives the Stop Payment Notice, that agency has a notice that it should withhold sufficient money
to satisfy the stop payment notice claim. The funds to be withheld from the progress payment to a
contractor shall be equivalent to the amount of the Stop Payment Notice plus 25% or 50% in the
case of wages.

RELEASE OF STOP PAYMENT NOTICE: In order to release the funds withheld due to Stop Payment
Notice received:

e the claimant contractor issues a Release of Stop Payment Notice; or

e Contractor posts a surety bond executed by an admitted surety insurer, (separate from the
Payment Bond) equivalent to the amount required to be withheld (125% of the claim stated
or 150% if claim is for unpaid wages)

e Contractor files an affidavit for summary release and the claimant fails to file a counter-
affidavit within the time specified by the entity.

e Court process.

CHANGE ORDERS
[PCC 20118.4, PCC 20659]

CHANGE ORDER: These are what qualify a change in PO amount to be a Change Order:

e Work that is added to or deleted from the original scope of work of the contract

e Alters the original contract amount or completion date
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A change order must have:

1. Board action approving the change order with the change order number or identification
number clearly in the board’s action.

Change orders must be in writing and must be signed by all parties to the original contract.

3. Amounts of the change orders are cumulative and must not exceed ten percent [10%]
of the original contract amount or amount specified in PCC 20111 or 20114

e (For school districts having an average daily attendance of 400,000 or more, must not
exceed 25% of the original contract amount)

4. The change order will have to be competitively bid if the amount exceeds the higher of the
applicable bid limit or 10% or 25% of the original contract amount.

EXPENDITURES EXCEEDING BID LIMITS

For expenditures exceeding bid limits, refer to the formal bidding requirement section for an
explanation of the required documents listed below.

DOCUMENTS REQUIRED ARE AS FOLLOWS:

INITIAL PAYMENT:

Advertisement for bid

Board action awarding bid

Duly signed contract

Designation of subcontractors (or statement of “None”)
Payment bond (if over $25,000)

Certificate of liability insurance

Escrow agreement (if applicable)

Invoice matching items or work

o © N kWD

Application and Certificate for payment with the approval of the contractor, architect,
inspector and district authorized representative

PROGRESS PAYMENTS:
1. Invoice matching items or work

2. Application and Certificate for payment with the approval of the contractor, architect,
inspector and district authorized representative

3. Escrow/bank statement showing balance in escrow account (balance should be sufficient
to cover required retention)

Change orders, if any, with board approval

Stop payment notice(s) (if any)
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FINAL PAYMENT:
1. Invoice matching items or work

2. Application and Certificate for payment with the approval of the contractor, architect,
inspector and district authorized representative

3. Release of stop payment notice (if any)
4. Board acceptance of completed project

5. Recorded notice of completion

CALIFORNIA UNIFORM PUBLIC CONSTRUCTION COST ACCOUNTING
AcT (CUPCCAA)
[PCC 22030 —22045]

A Public Entity may elect to adopt the Uniform
Public Construction Cost Accounting Act and use
“Informal Bidding Procedures” to award contracts

CUPCAA does not apply to

between $75,000 and $220,000. The Act raises the PLBIEEES,

formal bid thresholds for public entities to $220,000 Membership only increases
and sets forth specific informal and formal bidding a bid limit — all bonding
procedures. The Act is applicable to any district or requirements still apply.

county office whose board has elected by resolution
to become subject to the procedures set forth in
CUPCAA.

The Act’s “informal bidding procedures” require a public entity to notify specific trade journals
each year in November and generate a list of interested contractors from contractor responses
received by the public entity to the trade journal notifications. After this a “Master List” is created,
the public entity must provide all contractors on the Master List with notice for each contract
exceeding $75,000 to be bid at least ten (10) calendar days before bids are due. Additionally, the
Act requires public agencies to notify these construction trade journals when formally bidding
contracts in excess of $220,000, as a part of the Act’s formal bid procedures.

Bid limits for public projects are raised as follows:

e $75,000 or less may be performed by negotiated contract or by purchase order
e $220,000 or less may be let to contract by the informal procedures set forth in the Act
e More than $220,000 shall be let to contract by formal bidding procedures.

The Act is a good tool for public entities who want to raise their bid limits and have sufficient
resources and staff time.
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For more details on how to elect to become subject to CUPCCAA click the link below

https://www.sco.ca.gov/ard cuccac.html

With the exception of items 3 & 4 below that relate to bidding, all other documents
listed below (5-17) are required from CUPCCA districts for expenditures more than
$15,000 for public projects and construction services, or more than the bid

threshold adjusted every year for matenals, equipment, or supplies as well as
o repairs and maintenance.

Minimum documentation includes:

Proof of election to CUPCCAA

The State Controller’s office publishes a list of participating agencies. Commercial Claims staff
will verify that a requesting district is on this list. If a district is not listed, Commercial Claims will
require:

1. Board Resolution electing to become subject to CUPCCAA and;

2. Notification of such election to the State Controller
Proof of competitive bidding (on applicable limits above $220,000)

3. Advertisement to bid. If informal bidding (above $75,000 but less than $220,000), then a
notice provided to contractors on the Master List is sufficient.

4. If formal bidding, board action awarding the bid

Initial Payment:

In addition to the proof of election to CUPCCAA and proof of bidding for projects over $220,000,
the following documents will be required:

5. Designation of sub-contractors or statement of “none”

6. Duly signed contract

7. Payment bond (if over $25,000)

8. Certification of insurance

9. Escrow agreement (if retention is deposited to an escrow agent)

10. Application and Certificate for Payment with the approval of the contractor, architect,
inspector, and district authorized representative
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For Progress Payments:

11. Application and Certificate for payment with the approval of the contractor, architect,
inspector, and district authorized representative

12. Escrow/bank statement showing balance in escrow account if the retention is held in
escrow (balance should be sufficient to cover required retention)

13. Change orders with board approval (Note: Each change order more than 10% of the
original contract amount is subject to formal bidding)

14. Stop payment notice(s), if any

For Final Payment:

15. Application and Certificate for payment with the approval of the contractor, architect,
inspector, and district authorized representative

16. Release of stop payment notice, if any
17. Board acceptance of completed project

18. Recorded notice of completion (Please refer to Notice of Completion section)

TRANSPORTATION SERVICES

Documentation required for payment:

Required if the contract is above $10,000 and the
Advertisement to bid vendor is not a common carrier or a municipally
owned transit system or a parent or guardian of the

Board action awarding the bid pupils to be transported.

Contract

b=

Invoice

AN

[EC39802] In order to procure the service at the lowest possible figure consistent with proper and
satisfactory service, the governing board shall, whenever an expenditure of more than ten thousand
dollars ($10,000) is involved, secure bids pursuant to Sections 20111 and 20112 of the Public Contract
Code whenever it is contemplated that a contract may be made with a person or corporation other than
a common carrier or a municipally owned transit system or a parent or guardian of the pupils to be
transported. The governing board may let the contract for the service to other than the lowest bidder.

N J
Y
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[EC39803]

(a) If a continuing contract for the furnishing of transportation of pupils in school districts to and from school
is made it shall be made for a term not to exceed five years. A contract is renewable at the option of the
school district and the party contracting to provide transportation services, jointly, at the end of the term
of the contract. The contract as renewed shall include all of the terms and conditions of the previous
contract, including any provisions increasing rates based on increased costs.

(b) continuing contract may be made for the lease or rental of school buses, not to exceed five years, except
that if a lease or rental contract provides that the district may exercise an option either to purchase the
buses or to cancel the lease at the end of each annual period during the period of the contract, the contract
may be made for a term not to exceed 10 years.

(c) Notwithstanding any other provisions of law to the contrary, a continuing contract executed under the
provisions of this section may be negotiated annually within the contract period when economic factors
indicate negotiation is necessary to maintain an equitable pricing structure. Renegotiation is subject to
the approval of both contracting parties.

(d) Any rental, lease, or lease-purchase of a school bus shall comply with all applicable provisions of Article

\ 3 (commencing with Section 17450) of Chapter 4 of Part 10.5 /

~

In addition to the requirements outlined by [EC 39803], please note:

e The type of contract: should specify the type of transportation service being performed
and the vehicle being used to provide the transportation, e.g., “bus transportation for
athletic events”

e The term of contract: generally tied to a particular school year, although multiple year
contracts are authorized by [EC 17596, 39803] and limits terms of continuing agreements
or services to five years. [EC 39803] authorizes 10-year contracts under certain
circumstances

e The payment provisions: often based on an amount per mile of transportation for use of
the equipment, as well as an amount for the driver.

CHILD NUTRITION

Effective August 1, 2018, the federal threshold for Child Nutrition Program (CNP) micro-purchase
was increased to $10,000 (increased from $3,500), and small purchase was increased to $250,000
(increased from $150,000). For procurement of goods and services exceeding $250,000, CNP
Operators must use the formal procurement method.

For backup documents indicate the purchase/service is for CNP and include the federal grant
program name such as National School Lunch Program (NSLP), Child and Adult Care Food
Program (CACFP), Summer Food Service Program (SFSP), and the Food Distribution Program
(FDP). Commercial Claims will review based on the CNP procurement standards. The complete
description and application of the federal procurement standards can be found at:

https://www.govinfo.gov/content/pkg/CFR-2014-title2-voll/pdf/CFR-2014-title2-voll-
sec200-320.pdf
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OTHER BIDDING ALTERNATIVES

COOPERATIVE CONTRACTS

California Multiple Awards Schedule (CMAS)

CMAS allows public agencies to take advantage of contracts negotiated by the State. School
districts are authorized to utilize CMAS contracts established by the state for the “acquisition of
information technology, goods and services” without separately bidding those services. CMAS
contract must be current and in good standing (unexpired) at the time of purchase.

Western States Contracting Alliance (WSCA)

WSCA is a cooperative between the purchasing directors of fifteen western States, including
California, and operates like CMAS. State and local agencies may enter into contracts with vendors
contracting with California, and other participating States without further competitive bidding
[PCC 10298(a)]. WSCA contract must be current and in good standing (unexpired) at the time of
purchase.

Documents required for CMAS, WSCA, and other Cooperative Contracts:
Initial Payment:
Board Approval to use Cooperative Contracts in lieu of competitive bidding

Board approval of contract or PO

Payment bond if contract involves a public works expenditure in excess of $25,000

A e

The contract number must be indicated on the purchase order and invoice (California
Department of General Services (DGS) requires that purchase orders and contractor
invoices show the Contract Number)

Invoice

6. Acknowledgement of receipt of goods/services

Progress Payments:

1. Purchase order and invoice with the contract number referenced

2. Certification that products and price of item listed on the invoice were verified with the
contract product and price

3. Acknowledgement of receipt of goods/services
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Final Payments:

1. If 5% retention was withheld on progress payments, district acceptance of completion is
required to release retention on final payment.

2. If the contract had a payment bond, recorded notice of completion is required.

3. Ifthere were stop payment notices, include release of stop payment notices.

PIGGYBACK CONTRACTS
[PCC 20118/20652]

The term “piggyback” means that an agency uses an existing contract to acquire the same
commodities at the same or lower price from another public entity contract. This should be used
only for purchase of equipment, materials, and/or supplies. Labor and services are NOT
piggybackable unless incidental to the purchase. [PCC 20118].

To begin using a piggyback contract, it is important to contact the contracting agency and read the
existing contract. The governing board of the district is required to authorize the use of the
piggyback contract to show they have determined that it will be in the best interest of the district
as opposed to competitive bidding. Using a piggyback contract only exempts an agency from
competitive bidding, all other bond and security required by law applies.

For piggyback contracts that include incidental labor/installation services, the general rule is that
these labor/installation services should NOT exceed more than 10% of the contract work. If the
cost of the labor/installation is beyond the threshold of 10%, but less than 50%, it is presumptively
not incidental and the burden is placed on the district to determine otherwise. If it is determined
that it is in the best interest of the district to be exempt from competitive bidding, the district should
document and formalize their rationale in the approving resolution with any Board minutes. This
is to protect the district in the event of a legal challenge. This document should be included with
the documentation submitted to Commercial Claims for the vendor payment. If the
labor/installation component is 50% or more of the total contract value, then it is NOT incidental
and must be treated as a public project (see Steelgard, Inc. v. Jannsen (1985), 171 Cal. App. 3d
79).

Minimum Document Required

1. Board approval to piggyback

2. Piggyback contract with piggyback clause

3. Signed contract, lease, requisition or purchase order
4

. Proof of receipt
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Proof of bidding, if installation or labor of over $15,000 was included in the purchase

6. Payment Bond equivalent to 100% of the contract amount if installation or labor is over
$25,000

District acceptance of completion for release of retention upon final payment

8. A recorded Notice of Completion if payment bond was provided

Permanent Modular Construction: In January 2006, the Attorney General opined that “A school
district may not, without advertising for bids, contract with another public agency to acquire
factory-built building components for installation on permanent foundation”. This opinion only
refers to a facility comprised of multiple pre-manufactured building components, such as separate
wall and floor systems, that are transported to a site where components are installed on a permanent
foundation. As a result of this opinion, SAB (State Allocation Board) has ruled that any contracts
for modular construction on a permanent foundation signed after January 25, 2006, must be
competitively bid. A copy of the opinion by the Attorney General can be viewed at the
OAG.CA.GOV. Adherence to the Public Contract Codes relative to piggyback bids will ensure
legal compliance and faster payment processing by the Los Angeles County Office of Education.
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Exemption from bidding does not eliminate the need for any bonds or security
otherwise required by law.

EXPENDITURES EXEMPT FROM BIDDING

EMERGENCY REPAIRS

[LACOE Bulletin 6596, dated
10/04/2022] Emergency Work must
fit the definition of an emergency —
sudden, unexpected occurrence,

Districts may award contracts without competitive bidding in
specific emergency situations after the district has obtained an
approved emergency request from the County Superintendent of poses a clear and imminent danger,
Schools. An emergency resolution only exempts a district from require immediate action to prevent
going out to bid, all other legal requirements must be complied o7 mitigate the loss or impairment of
with. life, health, property or essential
public services. Board must approve
a resolution to declare an

emergency and must submit a
resolution to LACOE for approval.

Required Documentation

1. Emergency Resolution (Ref Bulletin 6596

for sample) approved by the Board

Approval of County Superintendent of Schools
Invoice

Signed Contractor Agreement

Payment Bond (if over $25,000)

Designation of Subcontractors (or statement of none)

Certificate of Liability Insurance

e A o

Progress Payment Invoice or Certification and Application for Payment with the approval
of the contractor, architect, inspector, and district representative

9. 5% retention on progress payments

10. Stop Payment Notices (if any)

11. Release of Stop Payment of Notices (if any)
12. Board Acceptance of completed project

13. Recorded Notice of Completion

14. Change Orders, if any, will require Board Approval (Note: Change order more than 10%
of the original contract amount is subject to formal bidding)
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Exemption from bidding does not eliminate the need for any bonds or security
otherwise required by law.

SOLE SOURCE
[PCC 3400]

A sole source arises when only one person or company can provide the contractual services needed
because of the uniqueness of the product or service. Any attempt to go out to bid will result in that
person or company being the only one to respond and as such no need to bid out such contracts. A
justification is required for sole source; the following are guiding factors for the justification:

e The item requested is a one-of-a-kind item.
e The purchase cannot be made from another vendor.

e The item is a replacement part for a specific brand of existing equipment and not
compatible with other products.

e An item with unique features is required to successfully perform the service and these
features are not available in other brand or product.

e Other comparable models have been examined and they can’t fit the requirement.

e It’s authorized or required by law, e.g., socio-economic programs, national security and the
public interest.

e Only vendor or company that can meet the time constraints.
Required Documentation

Prior to Contracting

1. Board Resolution declaring a Sole Source Procurement Method in lieu of competitive

bidding

Before Start of Work

2. Signed contract

3. Board approval of Contract or Purchase Order

4. Payment bond if contract involves a public works expenditure in excess of $25,000
Progress Payment

5. Invoice approved for payment by authorized signatory

6. 5% Retention of amount due if contract involves a public works expenditure in excess of
$5,000

7. Acknowledgement of receipt of goods/services
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Exemption from bidding does not eliminate the need for any bonds or security
otherwise required by law.

Final Payments
8. Invoice approved for payment by authorized signatory
9. Acknowledgement of receipt of goods/services

10. If 5% retention was withheld on progress payments, district acceptance of completion is
required to release retention on final payment

11. If the contract had a payment bond, recorded Notice of Completion

LEASE AND LEASE-BACK
[EC17406/81336]

The school board is now required to award a Lease-Leaseback contract through a competitive
solicitation process (EC17406). Before using Lease Lease-back, districts need to establish proof
of ownership of the site where the project will be constructed at the time the apportionment is
approved by the State Allocation Board (SAB). The governing board of a school district is required
by law to adopt a resolution that, among other things:

(1) Declares its intention to enter into a lease or agreement relating to school property,
(2) Includes specified information about the property, and

(3) fixes a time for a public meeting of the governing board of the school district at which
sealed proposals to enter a lease or agreement with the school district will be received from
any person, firm, or corporation, and considered by the governing board of the school
district.

The recent changes to EC17406/17407 include:
a) Expressly authorizing preconstruction services by the same lease lease-back contractor.

b) Authorizing a school district to identify specific types of subcontractors required to be
included in a proposal.

c) Allowing a contractor to be paid the reasonable cost of labor, equipment, materials, and
services furnished by the contractor that meets specified conditions if a lease-leaseback
contract entered into prior to July 1, 2015, is found to be invalid by a court.

The Lease Lease-Back method has been challenged in various sectors because of the seemingly
questionable assurance that the awarding of contracts does not contain favoritism, it is fair, free of
fraud, and that public funds are being used in an efficient and cost-effective manner. Districts are
advised to take precautionary measures when entering into these agreements. Please seek
legal counsel before using Lease Lease-Back.
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Exemption from bidding does not eliminate the need for any bonds or security
otherwise required by law.

Education Code sections 17406 and 17407 (the Lease Lease-Back statutes) expressly provide that
the mandatory prequalification requirements apply to the Lease Lease-Back delivery projects.
See Bulletin 6985 for more details.

Required Documentation
Initial Payment
1. Proof of site ownership

2. Division of State Architects (DSA) Approval of
Plans and Soils Investigation Report Summary

3. Proof of Advertisement for Bid

Board Resolution Approving and Awarding
Contracts/Agreements

i fLn

5. Signed Contracts/Agreements:

a) Site Lease
b) Facilities Lease with the Construction Services
Agreement to include, among others, provisions on:

1) Labor code requirements, i.e., prevailing wages, work hours, and apprenticeship
issues

i1) Guarantee obligations
ii1) Termination of contract
1v) Resolution of non-performance
v) Guaranteed Maximum Price
Performance and Payment Bond
General Insurance and Workers’ Compensation Insurance

Designation of sub-contractors (or statement of none)

A S

Certification of Application for payment with approval of the contractor, architect,
inspector, and district authorized representative

Progress Payments

10. Certification and Application for payment with the approval of the contractor, architect,
inspector and district authorized representative

11. Change Orders with Board Approval (should be within the context of the Contingency
Fund provision)

12. Stop Payment Notice(s), if any
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Final Payment

13. Application and Certificate for payment with the approval of the contractor, architect,
inspector, district authorized representative

14. Release of Stop Payment Notice (if any)
15. Board Acceptance of Completed Project
16. Recorded Notice of Completion

PURCHASE OF SURPLUS PROPERTY FROM THE FEDERAL
GOVERNMENT

A local agency may acquire from the federal government or any agency thereof any surplus
property, as defined in the Surplus Property Act of 1944, in any amount needed for its operation
without competitive bidding. [EC 17602] [GC 54142]

Required Documentation

1. Proof of exemption from bidding, i.e., letter or notice of surplus property from the Federal
Government

2. Board Approval or Purchase Order with proof of ratification
3. Invoice

4. Proof of receipt

PROFESSIONAL SERVICES
[GC53060]

Districts may contract with and employ any persons for the special services and advice in financial,
economic, accounting, engineering, legal or administrative matters if such persons are specially
trained, experienced and competent to perform the special services required.

Required Documentation
1. Invoice
2. Signed Contract or Purchase Order with proof of ratification by the board

3. Log-in sheet or proof of service received, i.e., signed timesheets

34|Page Commercial Claims Manual — November 2025



INFORMATION SYSTEMS
[PCC 20118.2] [EC 81651]

School districts may procure, by a detailed request for proposal (RFP) and a competitive
negotiation process: computers, software, telecommunications equipment, microwave equipment
and other related electronic equipment and apparatus provided that the contracts are not for
construction or for the procurement of any product that is available in substantial quantities to the
general public. Published notice is required and the RFP must identify all significant evaluation
factors, including price and their relative importance. Procedures for technical evaluation of
proposals must be in place. If award is not to the lowest priced bidder, the district “shall make a
finding, setting forth the basis for the award.”

Required Documentation for expenditures over bid limit

Prior to Contracting
1. Board Resolution

2. Publication of Notice of Request for Proposals

Before Start of Work
3. Signed Contract and/or Purchase Order
4. Board Approval of Contract and/or Purchase Order

5. Payment bond if contract involves a public works expenditure in excess of $25,000

Progress Payment
6. Invoice approved for payment by authorized signatory

7. Retention of 5% of amount due if contract involves a public works expenditure in excess
of $5,000

8. Acknowledgement of receipt of goods/services

Final Payment
9. Invoice
10. Acknowledgement of receipt of goods/services

11. If 5% retention was withheld on progress payments, districts acceptance of completion is
required to release retention on final payment

12. Release of Stop Notice if any

13. If the contract had a payment bond, recorded notice of completion
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ENERGY CONSERVATION
[GC4217.10 —4217.16]

Public agencies may develop energy conservation, cogeneration, and alternate energy supply
sources at their facilities. Prior to awarding or entering into an agreement or lease, the public
agency may request proposals from qualified persons. After evaluating the proposals, the public
agency may award the contract on the basis of the experience of the contractor, the type of
technology employed by the contractor, the cost to the local agency and any other relevant
considerations. The public agency may utilize the pool of qualified energy service companies
established pursuant to Section 388 of the Public Utilities Code and the procedures contained in
that section in awarding the contract.

Required Documentation for expenditures over bid limit

Prior to Contracting
1. Board Resolution

2. Publication of Notice of Request for Proposals

Before Start of Work
3. Contract with Board Approval or Purchase Order with proof of Board ratification
4. Payment bond if contract involves a public works expenditure in excess of
$25,000
5. Certificate of insurance
6. Designation of sub-contractors
Progress Payment
7. Invoice approved for payment by authorized signatory

8. Retention of 5% of amount due if contract involves a public works expenditure in excess
of $5,000

9. Acknowledgement of receipt of goods/services

Final Payment
10. Invoice approved for payment by authorized signatory
11. Acknowledgement of receipt of goods/services

12. If 5% retention was withheld on progress payments, districts acceptance of completion is
required to release retention on final payment

13. Release of Stop Notice, if any

14. If the contract had a payment bond, recorded notice of completion
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SALE AND LEASEBACK
[EC17456/17597]

The sale or lease of any real property belonging to the school district for a term not exceeding 99
years shall not be subject to competitive bidding if all of the following conditions are met:

A. The property is sold or leased to another local government agency, or to a non- profit
corporation that is organized for the purpose of assisting one or more local governmental
agencies in obtaining financing.

B. (1) In the case of the sale of school district property, the school district, as part of that same
sale transaction, simultaneously repurchases the same property that is the subject of the
transaction.

(2) In the case of the lease of school district property, the school district, as part of that
same lease transaction, simultaneously leases back, for a term that is not substantially less
than the term of that lease, the same property that is the subject of the transaction.

a) The financing proceeds obtained by the school district are expended solely for
capital outlay purposes, including the acquisition of real property for intended
use as a school site and the construction, reconstruction and renovation of
school facilities.

In addition, any school district may sell to a purchaser any electronic data processing equipment,
other major items of equipment, or any relocatable building owned by, or to be owned by, the
school district, if the purchaser agrees to lease the equipment or building back to the school district
for use by the school district following the sale.

Required Documentation

Prior to Contracting
1. Board Resolution

2. Publication of Notice of Request for Proposals

Before Start of Work
3. Signed Contract and/or Purchase Order
4. Board Approval of Contract and/or Purchase Order

5. Payment bond if contract involves a public works expenditure in excess of $25,000
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Progress Payment
6. Invoice approved for payment by authorized signatory

7. Retention of 5% of amount due if contract involves a public works expenditure in excess
of $5,000

8. Acknowledgement of receipt of goods/services

Final Payment
9. Invoice approved for payment by authorized signatory
10. Acknowledgement of receipt of goods/services

11. If 5% retention was withheld on progress payments, districts acceptance of completion is
required to release retention on final payment

12. Release of Stop Notice, if any

13. If the contract had a payment bond, recorded notice of completion

DEPARTMENT OF GENERAL SERVICES (DGS) CONTRACTS
[PCC10299(b)]

School districts may, without competitive bidding, utilize contracts, master agreements, multiple
award schedules, cooperative agreements or other types of agreements established by the
Department for the acquisition of information technology, goods and services.

Required Documentation
1. Board Approval or Purchase Order with proof of ratification
2. Invoice

3. Proof of receipt

FooD
[EC 38083]

Perishable foodstuffs and seasonal commodities needed in the
operation of cafeterias are not subject to competitive bidding.

Required Documentation
1. Invoice
2. Board Approval or Purchase Order with proof of ratification

3. Proof of receipt
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EXPENDITURES — GENERAL

BOOKS AND INSTRUCTIONAL MATERIALS
(Object code 4100-4200)

“The governing board of any school district may purchase
supplementary textbooks, library books, educational films,
audiovisual materials, test materials, workbooks, instructional
computer software packages, or periodicals in any amount needed for
the operation of the schools of the district without taking estimates or
advertising for bids.” [EC 81651/PCC 20118.3]

Required Documentation
1. Invoice
2. Contract with Board approval or Purchase Order with proof of ratification

3. Proof of receipt

MATERIALS AND SUPPLIES (NON-CAPITALIZED EQUIPMENT)
(Object Code 4100-4400)

Required Documentation
1. Invoice
2. Board approval or Purchase Order with proof of ratification

3. Proof of Receipt
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PROFESSIONAL/CONSULTING SERVICES
(Object Code 5810-5899)

INSTRUCTIONAL SERVICES/NON-INSTRUCTIONAL CONSULTANTS

Expenditures for personal services rendered by personnel who are not on the payroll of the district;
includes services performed by outside agencies.

Required Documentation
1. Invoice
2. Board approval or Purchase Order with proof of ratification

3. Proof of event, (i.e. signed log-in sheet, flyer, signed timesheet)

SUB-AGREEMENTS FOR SERVICES
These are contracts with third party to provide services required by a grant, such as emergency
services required by an Emergency Response Safety Grant, contracts with nonpublic schools for
services to the district’s special education students,
and contracts between a charter school and
management company to provide instruction to charter
school students.

Required Documentation
1. Invoice of the contract.

2. Board approval or Purchase Order with proof
of ratification

3. Proof of service or event signed by the Department Head or Program Manager.

For initial payment, copy of signed contract.

APPRAISALS
(Object Code 5810-5819

Required Documentation

1. Invoice

2. Board approved contract or Purchase Order with proof of ratification
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SPECIAL ASSESSMENTS
(Object Code 5820-5829)

Required Documentation
1. Invoice

2. Board approved contract or Purchase Order with proof of ratification

LEGAL SERVICES
(Object Code 5820-5829)

Required Documentation
1. Invoice
2. Board approved contract or Purchase Order with proof of ratification

3. Duly Signed Contract

SETTLEMENT AGREEMENTS
(Object Code 5820-5829)

Districts are advised to pay Employee Settlement Agreements through payroll; Employee
Settlements are treated as wages per IRS ruling 2004-109 and 2004-110. It must be paid through
the payroll system to ensure compliance to IRS retirement reporting regulations. Where a district
pays an employee settlement agreement using a payment request, the following documents are
required.

1. Settlement agreement signed by both parties and the legal counsels for both parties; or
Court Order

2. Board approval in open session per the Brown Act or, if approved in a closed session,
report of the final action taken on the case number referenced in the closed session board
minutes

3. If taxes are not taken from the settlement, a letter from an authorized district personnel
acknowledging the district can be held liable for failure to properly issue a 1099 and for
failure to withhold required taxes if determined settlement is taxable.
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TRAVEL AND CONFERENCES
[EC35044, 44032, 72423]
(Object Code 5200-5299)

Required Documentation
1. Invoices and/or receipts
2. Travel Claims
3. Board approved contract or Purchase Order with proof of ratification of travel/conference
4

. Board Travel and Mileage Policies may be required (if not on file)

DUES AND MEMBERSHIPS
[EC 35172]
(Object Code 5300-5399)

Required Documentation
1. Invoice

2. Authorized List of Membership Organizations with Specific Board Approval or Purchase
Order with proof of ratification

INSURANCE (ALL FORMS OF INSURANCE OTHER THAN EMPLOYEE
BENEFITS)
(Object Code 5400-5499)

Required Documentation
1. Invoice
2. Insurance Policy

3. Board Approval or Purchase Order with proof of ratification

OPERATIONS AND HOUSEKEEPING SERVICES
(Object Code 5500-5599)

Required Documentation
1. Invoice
2. Contract with Board approval or Purchase Order with proof of ratification
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RENTALS AND LEASES
(Object Code 5610-5629)

These are expenditures for rentals and leases without option to purchase, and repairs or
maintenance (including maintenance agreements) of sites, buildings, and equipment by outside
vendors. Includes materials and supplies in the cost or repairs, and site or building improvements
that do not meet the district’s threshold for capitalization. Capital leases should be recorded
according to the procedures in CSAM Procedure 710.

Required Documentation
1. Invoice
2. Contract with Board Approval (recurring lease or long term lease)

3. Purchase Order with Board Approval (one-time lease only) if assigned, need assignment
contract

4. Payment Schedule if not contained in contract

REPAIRS, AND NON- CAPITALIZED IMPROVEMENTS
(Object Code 5610-5629)

Required Documentation
1. Invoice
2. Duly Signed Contract or Purchase Order

3. For payments of more than 95% of the contract price of $5,000 or more, district’s
acceptance of completion of the project [PCC 9203]

4. Payment bond if work to be done is over $25,000 [CC 9552]

ADVERTISING
(Object Code 5830-5839)

Required Documentation
1. Invoice
2. Duly Signed Purchase Order or Board Approval
3. Copy of advertisement
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TUITION
(Object Code 7110-7199)

Required Documentation
1. Invoice

2. Approval for payment by Authorized Signatory

PRIVATE SCHOOL TUITION
(Object Code 5870)

Required Documentation
1. Invoice
2. Master and/or Individual Contract

3. Board Approval

OTHER OPERATING EXPENSES
(Object Code 5890-5899)

Required Documentation
1. Invoice

2. Duly Signed Purchase Order, Contract, or Board Approval

Communications
(Object Code 5900-5998)

Expenditures for periodic servicing of all methods of
communication, including pagers, cell phones, beepers and
telephone service systems. Also includes fax lines, TV cable
lines and Internet service and lines. Communication
equipment below the capitalization threshold should be coded to Object 4400. If the cost of a unit
of equipment exceeds the capitalization threshold, use Object 6400.
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[EC42800] The governing board of a school district may, with the consent of the county\\
superintendent of schools, establish a revolving cash fund for the use of the chief
accounting officer of the school district, by adopting a resolution setting forth the necessity
for the revolving cash fund, the officer for whom and the purposes for which the revolving
cash fund shall be available, and the amount of the fund. The maximum amount allowed
for revolving cash funds shall be the lesser of:

(1) Two percent of the school district’s estimated expenditures for the current fiscal

year, or
(2) dollar amount set by code

[EC42801] In addition to establishing or maintaining a revolving cash fund the governing
board of any school district may, by resolution, establish revolving cash funds for use by
school principals and other administrative officials. The resolution shall state the
necessity of the funds and the purposes for which the funds may be used and the amount
of the funds. The total amount of the fund shall not exceed three percent of the current

year’s instructional supply budget.

Required Documentation
1. Invoice
2. Board approval or Purchase Order with proof of ratification
3. Signed Contract and/or Purchase Order
4. Board Approval of Contract and/or Purchase Order

REIMBURSABLE/REPLENISHMENT OF PETTY CASH

If type of transaction is auditable regardless of amount i.e. construction, contracts, travel, - other
documentation to prove compliance to applicable codes will apply (i.e. board approval, proof of
bidding, payment bond). Please refer to the transaction description for complete audit
documentation requirements.

Minimum Documentation Requirements

PAYROLL ADVANCE

Should be made through HRS system or approval from payroll unit to process through commercial
warrant.
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VENDOR PAYMENTS

Invoice or statement approved for payment by authorized signatory certifying that charges were
authorized, verified, and are actual charges for the district

TRAVEL ADVANCES AND REIMBURSABLE
1. Copy of brochure, pre-registration form, or agenda
2. Travel request or travel advance form with authorized signatures

3. Receipts

CREDIT CARDS

Credit cards may be obtained in the name of the school district for use by authorized district
employees and officials. Districts should establish policies for the use of credit cards. Individuals
are to charge only those items which are legal expenditures and reimbursable from district funds.

Credit cards would normally be used for the following expenditures:
e Gasoline
e Telephone
e Travel expenses

e Miscellaneous school supplies

Minimum Documentation required
1. Credit card statement.

2. Receipts or a certification by individual responsible for district credit card expenses that
charges were reviewed. See example in Exhibit 4.

3. Purchase order with proof of board ratification or excerpt from governing Board minutes
approving the credit card purchases.

OTHER TRANSFERS OUT
(Object Code 7210-7299)

These are transfers of resources to other districts and non-districts, i.e., transfers to Charter
Schools, JPAs.

Required Documentation
1. Invoice

2. Approval for payment by an Authorized Signatory
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DEBT SERVICE
(Object Code 7639)

Required Documentation
1. Invoice
2. Approval for payment by Authorized Signatory

3. Certification of Participation Trust Agreement with the schedule of payment

OTHER FINANCING USES
(Object Code 7630-7699)

Required Documentation
1. Inter-fund transfer authorization

2. Board Approval

ABATEMENT OF INCOME
(Object Code 8000)

These are reductions in income or tax revenues recorded in Object 8xxx.

Required Documentation
1. Invoice

2. Board Approval

admin
[ 1Al

WITHHOLDINGS — PAYROLL
(Object Code 9511-9518)

1. Authorization from Payroll department to issue commercial warrant

2. Invoice

CAPITAL EXPENDITURE

These are expenditures for land, buildings, equipment, capitalized complements of books for new
libraries, and other intangible capital assets, such as computer software, including items acquired
through leases with option to purchase.
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PROPERTY/SITE OR LAND PURCHASE
(Object Code 6100-6170)

The following backup documentation for building or Site or Land Purchase will be requested:

1. Letter of Intent to Purchase with Board Approval; this allows the district to make a deposit,
and should indicate the deposit and sale price.

2. Excerpt from the minutes of the governing Board describing and approving the property to
be purchased, amount to be paid and authorization for execution of escrow instructions

3. Escrow instructions approved by legal counsel

Required Documentation
1. Invoice
2. Signed Contract with Board Approval

3. Escrow Agreement (if acquiring land)

BUILDING /SITE IMPROVEMENTS OR BUILDING IMPROVEMENTS
(Object Code 6200-6299)

These include cost of construction or purchase of new buildings (including relocatable buildings,
such as portable classrooms, additions and replacements of obsolete buildings including all costs
incidental to the purchase or improvement.

Also applicable to additions to/improvements of sites and adjacent ways. Include incidental
expenditures in connection with acquisition of sites, site improvements and special assessments
on leased property.

If building or site improvement is over the bid limit ($15,000 for public projects), refer to Formal
Bidding Requirement section.

Required Documentation
1. Invoice
2. Signed Contract with Board Approval

3. For payments of more than 95% on a contract amount of $5,000 or more, district’s
acceptance of completion of the project [PCC 9203]

If over bid limit, Refer to Formal Bidding Requirement Section.

NOTE: Consultant services for construction projects such as architect fees, design fees and
building security will only require items 1 and 2 above.
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BooOKS AND MEDIA FOR SCHOOL LIBRARIES OR MAJOR EXPANSION
OF SCHOOL LIBRARIES
(Object Code 6300-6399)

Required Documentation
1. Invoice
2. Duly Signed Purchase Order or Contract
3. Proof of receipt

If over bid limit, refer to Formal Bidding Requirement section.

EQUIPMENT/EQUIPMENT REPLACEMENT
(Object 6400-6599)

Required Documentation

Invoice

Duly Signed Purchase Order or Contract

Proof of receipt

Payment bond if installation cost is over $25,000 [CC 9552]

District’s acceptance of completion of work when installation is involved

A e

NOTE: Items 4 and 5 are required regardless of whether contract is subject to competitive or
exempt from competitive bidding.

If over bid limit, refer to Formal Bidding Requirement section.
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GLOSSARY

BID SPLITTING

The Public Contract Code prohibits the splitting of a contract, project or service into smaller work
orders for the purpose of avoiding competitive bidding.

Neither work nor labor associated with a purchase of equipment or materials to be installed to
improve an existing building should be separated out from the equipment purchase for the purpose

of avoiding the requirement for competitive bidding.

For projects or jobs to be considered separate for purposes of the competitive bidding statutes, it
must be separately conceived and independently decided upon by the governing board. [PCC
20116/20657]

CHANGE ORDER

This is work that is added to or deleted from the original scope of work of a contract, which alters
the original contract amount and/or completion date.

COMPETITIVE BIDDING
A procurement method in which bids from competing contractors, suppliers, or vendors are invited

by openly advertising the scope, specifications, and terms and conditions of the proposed contract
as well as the criteria by which the bids will be evaluated.

NOTICE OF COMPLETION
A written notice issued by the owner of a project (or his or her agent) to notify concerned parties

that all work on the project has been completed. This notice also sets the period within which
concerned parties may exercise their lien rights against one another.

PAYMENT BOND
A payment bond is a surety bond (a promise to pay one party (the obligee) a certain amount if a

second party fails to meet an obligation), posted by a contractor to guarantee that subcontractors
and material suppliers on the project will be paid.
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PAYMENT SCHEDULE

An arrangement for payments to the contractor, typically based on amounts of work completed.

PERFORMANCE BOND

A surety bond issued by an insurance company or a bank to guarantee satisfactory completion of
a project by a contractor.

PIGGYBACK

Piggyback is a method that allows one party to take advantage of a contract between two other
parties.

RETENTION
This provides owners with knowledge that the project a contractor has signed must be completed

if the contractor is to be paid for his or her work in its entirety. A retention plan often calls for the
withholding of 5% to 10% of payment until the work is finished as promised.

SOLE SOURCE

This means that there is only one person or company that can provide the contractual services
needed, so any attempt to obtain bids would only result in that person or company bidding on it.

STOP PAYMENT NOTICE

It is a notice to withhold funds, sent to the agency that is providing the construction funds for a
project. The purpose of the Stop Notice is to provide the financier of the construction project notice
that there is money owed to a contractor, subcontractor or supplier so that an inquiry can be made

as to why that money is not being paid. Once the agency receives the Stop Notice, that agency has
notice that is should withhold sufficient money to satisfy the stop notice claim.

SUB AGREEMENT

Agreements with a third party by a district to provide instructional or support activities.
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EXHIBITS

Exhibit 1 - Designation of Subcontractors

Exhibit 2 - Escrow Agreement for Security Deposit in Lieu of Retention
Exhibit 3 - Certification of Credit Card Charges

APPENDICES

Accounts Payable Flowchart

Acknowledged Receipt of Goods/Services

Common Government Purchasing Codes

Commercial Claims Quick Reference Guide

CUPCCAA FAQs and Information
CUPCCAA Limits....ccceceeeercransecsssnssees

Food Payment request Cover Sheet

Payment Bond Sample..........ccovueevueerueennnee.

Procurement Code Guide

Sample Bid Ad.......cceeeevueeruercnnene

Sample Certificate and Application for Payment

Sample Conditional Waiver & Release on Final Payment

Sample Conditional Waiver & Release on Progress Payment

Sample Piggyback Clause

Sample Recorded Notice of Completion

Sample Release of Stop Notice

Sample Retention Invoice

Sample Stop Payment Notice

Sample Unconditional Waiver & Release on Final Payment

Sample Unconditional Waiver & Release on Progress Payment

Sample Sole Source Resolution

Sole Source Guideline.........ccceeeeeeeeeeeenceeees
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RELATED BULLETINS

https://www.lacoe.edu/Bulletins.aspx

Bulletin #4684 Piggybacks and Modulars

Bulletin #5102 Settlement Agreements .

Bulletin #6985 Overview of Lease/Leasebacks

Bulletin #6664 Board Approval Documentation Requirements

Bulletin #6826 Processing Replacement Warrants for Deceased Employees.......

Bulletin #6931 Certification of Signatures

Bulletin #6596 Emergency Resolutions.........ciieeeiiseisecssnecsennsnenseccsnecsesssnnessecens
Bulletin #6880 Global Vendor Set-Up.......ccccceeevverccssnrcssercssnrcssnnsssssssssssssssssssssssssses

Bulletin #4424 Inspection of Work Inspector/Architect Requirement

ABBREVIATIONS OF LEGAL REFERENCES

BPC Business and Professions Code
CC  Civil Code

CCP Code of Civil Procedure

CFR Code of Federal Regulations
EC  Education Code

GC  Government Code

LC  Labor Code

PCC Public Contract Code

PRC Public Resources Code

RTC Revenue and Taxation Code
S5CCR Title 5, California Code of Regulations — Education

California Codes may be accessed via the following websites:

California Law at: https://leginfo.legislature.ca.gov/faces/codes.xhtml

California Code of Regulations at: www.dir.ca.gov/dlse/ccr.htm
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Exhibit 1

Designation of Subcontractors

a. In compliance with the Subletting and Subcontracting Fair Practices Act
(Public Contract Code §4100 et seq.) and any amendments thereof, each
bidder shall set forth below: (1) the name and the location of the place of
business of each subcontractor who will perform work or labor or render
services to the prime contractor in or about the construction of the work or
improvement to be performed under this contract in an amount in excess of
one-half of one percent of the prime contractor's total bid, and (2) the portion
of the work which will be done by each subcontractor under this act. The
prime contractor shall list only one subcontractor for each portion as is
defined by the prime contractor in this bid.

b. If a prime contractor fails to specify a subcontractor or if a prime
contractor specifies more than one subcontractor for the same portion of
work to be performed under the contract in excess of one-half of one percent
of the prime contractor's total bid, he shall be deemed to have agreed that he
is fully qualified to perform that portion himself, and that he shall perform that
portion himself.

c. No prime contractor whose bid is accepted shall (1) substitute any
subcontractor, (2) permit any subcontract to be voluntarily assigned or
transferred or allow it to be performed by anyone other than the original
subcontractor listed in the original bid, or (3) sublet or subcontract any
portion of the work in excess of one-half of one percent of the prime
contractor's total bid as to which his original bid did not designate a
subcontractor, except as authorized in the Subletting and Subcontracting
Fair Practices Act. Subletting or subcontracting of any portion of the work in
excess of one-half of one percent of the prime contractor's total bid as to
which no subcontractor was designated in the original bid shall only be
permitted in cases of public emergency or necessity, and then only after a
finding reduced to writing as a public record of the authority awarding this
contract, setting forth the facts constituting the emergency or necessity.



Location and Place

Portion of Work Subcontractor of Business
Name
Address
Contractor

Date: By

(Signature)



ESCROW AGREEMENT FOR
SECURITY DEPOSITS IN LIEU OF RETENTION

This Escrow Agreement is made and entered into by and
between

whose address is

hereinafter called ""Owner,"

whose address is

hereinafter called "Contractor' and
whose address is

hereinafter called "Escrow Agent."

For the consideration hereinafter set forth, the Owner,
Contractor, and Escrow Agent agree as follows:

(1) Pursuant to Section 22300 of the Public Contract Code of the
State of California, Contractor has the option to deposit securities
with Escrow Agent as a substitute for retention earnings required to
be withheld by Owner pursuant to the Construction Contract entered
into between the Owner and Contractor for in the amount of
dated (hereinafter referred to as the "Contract'}.
Alternatively, on written request of the Contractor, the Owner shall
make payments of the retention earnings directly to the Escrow Agent.

When the Contractor deposits the securities as a substitute for
Contract earnings, the Escrow Agent shall notify the Owner within 10
days of the deposit. The market value of the securities at the time
of the substitution shall be at least equal to the cash amount then
required to be withheld as retention under the terms of the Contract
between the Owner and Contractor. Securities shall be held in the
name of _ , and shall designate the Contractor as the beneficial
owner .

(2) The Owner shall make progress payments to the Contractor for
those funds which otherwise would be withheld from progress payments
pursuant to the Contract provisions, provided that the Escrow Agent
holds securities in the form and amount specified above.

(3) When the Owner makes payment of retentions earned directly to
the Escrow Agent, the Escrow Agent shall hold them for the benefit of
the Contractor until the time that the escrow created under this
contract is terminated. The Contractor may direct the investment of
the payments into securities. All terms and conditions of this
agreement and the rights and responsibilities of the parties shall be
equally applicable and binding when the Owner pays the Escrow Agent
directly.

(4) Contractor shall be responsible for paying all fees for the
expenses incurred by Escrow Agent in administering the Escrow Account
and all expenses of the Owner. These expenses and payment terms
shall be determined by the Owner, Contractor, and Escrow Agent.

(5) The interest earned on the securities or the money market
accounts held in escrow and all interest earned on that interest
shall be for the sole account of Contractor and shall be subject to
withdrawal by Contractor at any time and from time to time without
notice to the Owner.

(6) Contractor shall have the right to withdraw all or any part of
the principal in the Escrow Account only by written notice to Escrow
Agent accompanied by written authorization from the Owner to the
Escrow Agent that Owner consents to the withdrawal of the amount
sought to be withdrawn by Contractor.

(7) The Owner shall have a right to draw upon the securities in
the event of default by the Contractor. Upon seven days"™ written
notice to the Escrow Agent from the owner of the default, the Escrow
Agent shall immediately convert the securities to cash and shall

Exhibit 2



distribute the cash as instructed by the Owner.

(8) Upon receipt of written notification from the Owner certifying
that the Contract is final and complete, and that the Contractor has
complied with all requirements and procedures applicable to the
Contract, Escrow Agent shall release to Contractor all securities and
interest on deposit less escrow fees and charges of the Escrow
Account. The escrow shall be closed immediately upon disbursement of
all moneys and securities on deposit and payments of fees and
charges.

(9) Escrow Agent shall rely on the written notifications from the
Owner and the Contractor pursuant to Sections (5) to (8), inclusive,
of this Agreement and the Owner and Contractor shall hold Escrow
Agent harmless from Escrow Agent"s release and disbursement of the
securities and interest as set forth above.

(10) The names of the persons who are authorized to give written
notice or to receive written notice on behalf of the Owner and on
behalf of Contractor in connection with the foregoing, and exemplars
of their respective signatures are as follows:

On behalf of Owner: On behalf of Contractor:
Title Title

Name Name

Signature Signature

Address Address

On behalf of Escrow Agent:

Title

Name

Signature

Address

At the time the Escrow Account is opened, the Owner and Contractor
shall deliver to the Escrow Agent a fully executed counterpart of
this Agreement.

IN WITNESS WHEREOF, the parties have executed this Agreement by
their proper officers on the date first set forth above.

Owner Contractor
Title Title
Name Name

Signature Signature



Exhibit 3

CERTIFICATION THAT CREDIT CARD EXPENSES WERE
REVIEWED AND CONFIRM LEGAL EXPENSES OF THE
DISTRICT

District Name:

Voucher# Amount:

Credit Card Name:

“I hereby certify that the statement were reviewed and
expenses shown represent actual and necessary expenses
incurred pursuant to applicable policies and administrative
regulations of the District. All receipts are on file in the
district office and will be provided to the County Office of
Education for audit purposes upon request.”

Signature (Authorized District Official)

Printed Name

Title Date
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A2

Acknowledged Receipt of Goods/Services

The undersigned hereby acknowledges receipt
and delivery of the goods/services described on
the annexed list or invoice and further
acknowledges that said goods /services have
been inspected and are without defect.

Name, Title, Date



School Financial Services
Commercial Claims Processing
List of Common Government Purchasing Legal Requirements

A. Bidding Requirements

1.

Public Contract Code (PCC) 20111(a) requires school districts to let any contracts
involving an expenditure of more than $50,000 for -

a. purchase of equipment, materials, supplies

b. services, except for construction

c. repairs that are not public projects

. PCC 20111 (b) requires school districts to let any public projects involving an

expenditure of $15,000 or more to the lowest responsible bidder.

. PCC 20116 makes it unlawful to split or separate into smaller work orders or projects

any work, project, service, or purchase for the purpose of evading the competitive
bidding requirement.

. PCC 20111.6 This section shall apply only to public projects, as defined in

subdivision (c) of Section 22002 that involve a projected expenditure of one
million dollars ($1,000,000) or more. If the governing board of the district enters
into a contract meeting the criteria, then the governing board of the district shall
require that prospective bidders for a construction contract complete and submit
to the board of the district a standardized prequalification questionnaire and
financial statement. The questionnaire and financial statement shall be verified
under oath by the bidder in the manner in which civil pleadings in civil actions
are verified. The questionnaires and financial statements shall not be public
records and shall not be open to public inspection.

This section shall not apply to a school district with an average daily attendance
of less than 2,500.

PCC 20112 and EC 81641 require the governing board of a school district or
community college district to advertise at least once a week for two weeks in a
newspaper of general circulation published in the district, or if there is no such paper,
then in a newspaper of general circulation in the county.

Government Code Section 6066 provides that publication for once a week for two
weeks means two publications in a newspaper published once a week or more often,
with at least five days intervening between the respective publication dates, not
counting such publication dates, is sufficient. The advertisement must state the work
to be done, the materials and supplies required from the contractor, and the day and
time the bids are due. The advertisement must also state the time and place where the
bids will be opened and read to the public. While the bid is not required to be opened
exactly at the time specified, bids may not be received after that time.
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List of Common Government Purchasing Legal Requirements
Page 2

B. Exceptions to Competitive Bidding
1. Professional service

The bidding and advertising requirements do not apply to professional services or
advice, insurance services, or any other purchase or service otherwise exempt from
this section, or to any work done by day labor or by force account pursuant to PCC
20114.

Government Code 53060- The governing board may contract with and employ any
persons for special services and advice in financial, economic, accounting,
engineering, legal, or administrative matters.

2. Emergency — PCC 20113

In an emergency when any repairs, alterations, work, or improvements is necessary to
any facility of public schools to permit the continuance of existing school classes, or to
avoid danger to life or property, the board may, by unanimous vote, with the approval
of the county superintendent of schools, may:

(a) Make a contract for the performance of labor and furnishing of materials or

supplies for the purpose without advertising for or inviting bids.
(b) Authorize the use of day labor or force account

3. Piggyback PCC 20118

a. If the governing board has determined it to be in the best interest of the district,
may authorize by contract, lease, requisition or purchase order, any public corporation
or agency, including any county, city, town, or district, to lease data-processing
equipment, purchase materials, supplies, equipment, automotive vehicles, tractors, and
other personal property for the district in the manner in which the public corporation
or agency is authorized by law to make the leases or purchases from a vendor.

b. Electronic data-processing systems

PCC 20118.1 Due to the highly specialized and unique nature of technology, tele-
communications, related equipment, software, and services, because products and
materials of that nature are undergoing rapid technological changes, and in order to
allow for the introduction of new technological changes into the operations of the
school district, it is in the public’s best interest to allow a school district to consider, in
addition to price, factors such as vendor financing, performance reliability,
standardization, life-cycle costs, delivery timetables, support logistics, the broadest
possible range of competing products and materials available, fitness of purchase,
manufacturer’s warranties, and similar factors in the award of contracts for
technology, telecommunications, related equipment, software, and services. The
governing board of any school district may contract with one of the three lowest



List of Common Government Purchasing Legal Requirements
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responsible bidders for the procurement or maintenance, or both, of electronic data-
processing systems and supporting software.

c. Instructional supplies PCC 20118.3

The governing board of any school district may purchase supplementary textbooks,
library books, educational films, audiovisual materials, test materials, workbooks,
instructional computer software packages, or periodicals in any amount without taking
estimates or advertising for bids

d. Change order PCC 20118.4

The board may authorize the contractor to proceed with performance of the change or
alteration without the formality of securing bids, if the cost so agreed upon does not
exceed the greater of:

»  The amount specified in PCC 20111 or 20114, whichever is applicable to the
original contract, or
»  Ten percent of the original contract price.

4. Energy conservation contracts GC 4217.10 thru 4217.6

School districts may request proposals from qualified persons for energy conservation
contracts.

After evaluating the proposals, the public agency may award the contract on the basis
of the experience of the local contractor, the type of technology, the cost, and any
other relevant considerations.

5. Food

Perishable foodstuffs and seasonal commodities needed in the operation of cafeterias
may be purchased by the school district. However, if the food purchase is for a year’s
supply, then the contract has to be let to the lowest bidder.

6. Lease/ Lease-Back — EC 17406

The governing board of a school district, without advertising for bids, may let, for a
minimum rental of one dollar ($1) a year, to any person, firm, or corporation any real
property that belongs to the district if the instrument by which such property is let
requires the lessee therein to construct on the demised premises, or provide for the
construction thereon of, a building or buildings for the use of the school district
during the term thereof, and provides that title to that building shall vest in the school
district at the expiration of that term. The instrument may provide for the means or
methods by which that title shall vest in the school district prior to the expiration of
that term, and shall contain such other terms and conditions as the governing board
may deem to be in the best interest of the school district.
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7. Purchase of Supplies through DGS

The governing board of any school district may purchase materials, equipment or
supplies through the Department of General Services.

8. Purchase of Surplus Property from Federal Agencies

The governing board of any school district may purchase from the federal government
or any agency thereof any surplus property, as defined in the Surplus Property Act of
1944, in any amount needed for the operation of the schools of the district without
taking estimates or advertising for bids.

9. Sole source — legal opinion

There is legal opinion to support awarding contract without competitive bidding when
there is sole source. A board resolution declaring it such is required for payment.

10. Waste Management — PRC 40059

The governing board of any district or local agency may elect to contract for waste
management services with or without competitive bidding

11. Uniform Public Construction Cost Accounting

A public agency which has, by resolution, elected to become subject to the Uniform
Public Construction Cost Accounting set forth beginning with PCC Section 22010,
may utilize the bidding procedures set forth beginning PCC Section 22032.

C. Bonding Requirements

1. Public Contract Code sections 20111 and 20651 state that all bids for construction
work shall be presented under sealed cover and shall be accompanied by one of the
following forms of bid security:

a. Cash,

b. A cashier's check made payable to the district

c. A certified check made payable to the district

d. A bidder's bond executed by an admitted surety insurer, made payable to
the school district.

Upon an award to the lowest bidder, the security of an unsuccessful bidder shall be
returned in a reasonable period of time, but in no event shall that security be held by
the district beyond 60 days from the time the award is made.
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The purpose of a bid security is to guarantee that the successful bidder signs the
contract after being awarded the bid. The bidder forfeits the bid security if the bidder
falls to execute the contract. Bids for materials and supplies may require bid security
at the discretion of the district.

2. Payment Bond for Public Works — Civil Code 9550

Every original contractor to whom is awarded a contract by a public entity involving
expenditure in excess of $25,000 for any public work shall, before entering upon the
performance of the work, file a payment bond with and approved by the officer or
public entity by whom the contract was awarded. The payment bond is for materials
and labors, not services performed.

A direct contractor who fails to file a payment bond with the district cannot be paid
even when the job is completed satisfactorily and all claims for labor and materials
have been satisfied. (CC 9552)

D. Stop Payment Notice

“Stop payment notice” means a written notice, signed and verified by the claimant or
his agent stating in general terms all of the following:

= The kind of labor, services, equipment, or materials furnished or agreed to be
furnished by such claimant;

= The name of the person to or for whom the same was done or furnished

* The amount in value, as near as may be, of that already done or furnished and of
the whole agreed to be done or furnished

Application and release of Stop Payment Notice

Upon receipt of a Stop Payment Notice, it is the duty of the public entity to withhold
from the direct contractor, or from any person acting in his behalf, an amount
sufficient to answer the claim stated in the Stop Payment Notice and a reasonable cost
of possible litigation. It is customary for school districts to withhold 125% of the Stop
Payment Notice amount at the time a payment to a direct contractor.

Likewise, when a Release of Stop Payment Notice is received, the amount withheld
previously will be refunded in the next payment due to the contractor.
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Surety Bond — CC 9364

If the direct contractor or subcontractor disputes the correctness, validity, or
enforceability of any stop payment notice, the public entity may, in its discretion,
permit the direct contractor to file a bond executed by a corporate surety at 125% of
the claim plus cost of suit in the action.

Upon filing of the bond, the public entity shall not withhold any money from the
direct contractor on account of the Stop Payment Notice.

E. Retention

PCC 9203 requires districts to retain a minimum of 5% of the completed project to date
on any progress payment as well as withhold not less than 5% of the contract price until
final completion and acceptance of a project which will exceed a total of $5,000.00 when
it involves construction, creation, alteration, repair or improvement of a public work.

F. Notice of Completion
Pursuant to Civil Code 9204, a notice of completion shall be recorded in the county

recorder’s office within 15 days after completion. Final payment is made after 35 days to
provide a grace period for any stop payment notices to be filed.



COMMERCIAL CLAIMS DOCUMENTATION QUICK REFERENCE
GUIDE

DOCUMENTS REQUIRED

EXPENDITURES EXCEEDING | 'nitial Payment:
BID LIMITS 1. Advertisement for bid

Board action awarding bid
Designation of sub-contractors
Duly signed contract

Payment bond (if over $25,000)
Certification of liability insurance
Escrow agreement (if applicable)

O NO Uk WN

Application and Certificate for payment with the
approval of the contractor, architect, inspector,
district authorized representative

Progress Payments:
1. Invoice matching items or work

2. Application and Certificate for payment with the
approval of the contractor, architect, inspector,
district authorized representative

3. Escrow/bank statement showing balance in escrow
account (balance should be sufficient to cover
required retention)

Change orders, if any, with board approval

5. Stop payment notice(s) (if any)

Final Payment:
1. Invoice matching items or work

2. Application and Certificate for payment with the
approval of the contractor, architect, inspector,
district authorized representative

3. Release of stop payment notice (if any)

Board acceptance of completed project

5. Recorded notice of completion

All documents listed are required for expenditures more than
$15,000 for public projects and construction services; or more
than the bid threshold adjusted every year for CUPCCAA
districts, maintenance and repairs.




COMMERCIAL CLAIMS DOCUMENTATION QUICK REFERENCE
GUIDE

DOCUMENTS REQUIRED

CALIFORNIA UNIFORM PUBLIC Proof of election to CUPCCAA

CONSTRUCTION COST The State Controller’s office publishes a list of
?&ngggllc; ACT par.t'icipating agenci'es. Forrjm.ercial C‘Iai-ms staff vs‘/iII
[PCC 22030 — 22045] verify that a requesting district is on this list. If a district

is not listed, Commercial Claims will require:

1. Board Resolution electing to become subject
to CUPCCAA and;
2. Notification of such election to the State

Controller

Proof of competitive bidding (on applicable limits above
$220,000)

3. Advertisement to bid. If informal bidding
(above $75,000 but less than $220,000), then
a notice provided to contractors on the Master
List is sufficient.

4. If formal bidding, board action awarding the
bid

Initial Payment:
In addition to the proof of election to CUPCCAA and proof

of bidding for projects over $220,000, the following
documents will be required:

5. Designation of sub-contractors or statement of
“none”

Duly signed contract

Payment bond (if over $25,000)

Certification of insurance

L N

Escrow agreement (if retention is deposited to
an escrow agent)

10. Application and Certificate for Payment with
the approval of the contractor, architect,
inspector, district authorized representative




COMMERCIAL CLAIMS DOCUMENTATION QUICK REFERENCE
GUIDE

For Progress Payments:
11. Application and Certificate for payment with
the approval of the contractor, architect,
inspector, district authorized representative

12. Escrow/bank statement showing balance in
escrow account if the retention is held in
escrow (balance should be sufficient to cover
required retention)

13. Change orders with board approval (Note:
Each change order more than 10% of the
original contract amount is subject to formal
bidding)

14. Stop payment notice(s), if any

For Final Payment:
15. Application and Certificate for payment with
the approval of the contractor, architect,
inspector, district authorized representative

16. Release of stop payment notice, if any
17. Board acceptance of completed project

18. Recorded notice of completion (Please refer
to Notice of Completion section)

With the exception of items 3 & 4 that relate to
bidding, all other documents listed above (5-17)
are required from CUPCCAA districts for
expenditures more than $15,000 for public projects

and construction services.




COMMERCIAL CLAIMS DOCUMENTATION QUICK REFERENCE
GUIDE

DOCUMENTS REQUIRED

. . Required if the contract is above
Advertisement to bid $10,000 and the vendor is not a
Board action awarding the bid common carrier or a municipally

owned transit system or a parent

TRANSPORTATION SERVICES

P wnNe

Cont_raCt or guardian of the pupils to be
Invoice transported.
CMAS/WSCA AND OTHER Initial Payment

COOPERATIVE CONTRACTS 1. Board Approval to use Cooperative Contracts in lieu

of competitive bidding

2. Board approval of contract or PO
Payment bond if contract involves a public works
expenditure in excess of $25,000

4. The contract number must be indicated on the
purchase order and invoice (California Department
of General Services (DGS) requires that purchase
orders and contractor invoices show the Contract
Number)

5. Invoice

6. Acknowledgement of receipt of goods/services

Progress Payments
1. Purchase order and invoice with the contract

number referenced

2. Certification that products and price of item listed
on the invoice were verified with the contract
product and price

3. Acknowledgement of receipt of goods/services

Final Payments
1. If 5% retention was withheld on progress

payments, district acceptance of completion is
required to release retention on final payment.

2. If the contract had a payment bond, recorded
notice of completion is required.

3. If there were stop payment notices, include release
of stop payment notices.




COMMERCIAL CLAIMS DOCUMENTATION QUICK REFERENCE

GUIDE
DOCUMENTS REQUIRED
EMERGENCY REPAIRS 1. Emergency Resolution (Ref Bulletin 6596 for

sample) approved by the Board

Approval of County Superintendent of Schools
Invoice

Signed Contractor Agreement

Payment Bond (if over $25,000)

Designation of Subcontractors

Certificate of Insurance

O N kW

Progress Payment Invoice or Certification and
Application for Payment with the approval of the
contractor, architect, inspector, and district
representative

9. 5% retention on progress payments

10. Stop Payment Notices (if any)

11. Release of Stop Payment of Notices (if any)

12. Board Acceptance of completed project

13. Recorded Notice of Completion

14. Change Orders, if any, will require Board Approval
(Note: Change order more than 10% of the original
contract amount is subject to formal bidding)

SOLE SOURCE Prior to Contracting
[PCC 3400] 1. Board Resolution declaring a Sole Source

Procurement Method in lieu of competitive bidding

Before Start of Work
2. Signed contract

3. Board approval of Contract or Purchase Order
4. Payment bond if contract involves a public works
expenditure in excess of $25,000

Progress Payment
1. Invoice approved for payment by authorized

signatory

2. 5% Retention of amount due if contract involves a
public works expenditure in excess of $5,000

3. Acknowledgement of receipt of goods/services
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COMMERCIAL CLAIMS DOCUMENTATION QUICK REFERENCE

GUIDE

SOLE SOURCE (continued) Final Payments

[PCC 3400] 1. Invoice approved for payment by authorized
signatory

2. Acknowledgement of receipt of goods/services

3. If 5% retention was withheld on progress
payments, district acceptance of completion is
required to release retention on final payment

4. If the contract had a payment bond, recorded

Notice of Completion

DOCUMENTS REQUIRED

LEASE AND LEASEBACK Initial Payment
1. Proof of site ownership

2. Division of State Architects (DSA) Approval of Plans
and Soils Investigation Report Summary
3. Proof of bidding
Board Resolution Approving and Awarding
Contracts/Agreements
5. Signed Contracts/Agreements:
a) Site Lease
b) Facilities Lease with the Construction Services
Agreement to include, among others,
provisions on:

i) Labor code requirements, i.e.,
prevailing wages, work hours, and
apprenticeship issues

ii) Guarantee obligations

iii) Termination of contract

iv) Resolution of non-performance

v) Guaranteed Maximum Price

6. Performance and Payment Bond

7. General Insurance and Workers’ Compensation
Insurance

8. Designation of sub-contractors

9. Certification of Application for payment with
approval of the contractor, architect, inspector, and
district authorized representative
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Progress Payments
10. Certification and Application for payment with the

approval of the contractor, architect, inspector and
district authorized representative

11. Change Orders with Board Approval (should be
within the context of the Contingency Fund
provision)

12. Stop Payment Notice(s), if any

Final Payment
13. Application and Certificate for payment with the

approval of the contractor, architect, inspector,
district authorized representative

14. Release of Stop Payment Notice (if any)

15. Board Acceptance of Completed Project

16. Recorded Notice of Completion

DOCUMENTS REQUIRED

PURCHASE OF SURPLUS 1. Proof of exemption from bidding, i.e., letter or
PROPERTY FROM THE FEDERAL notice of surplus property from the Federal
GOVERNMENT

Government

2. Board Approval or Purchase Order with proof of
ratification

3. Invoice

4. Proof of receipt

PROFESSIONAL SERVICES 1. Invoice

[GC53060] Signed Contract or Purchase Order with proof of
ratification by the board

3. Log-in sheet or proof of service received,

i.e., signed timesheets




COMMERCIAL CLAIMS DOCUMENTATION QUICK REFERENCE

GUIDE
DOCUMENTS REQUIRED
INFORMATION SYSTEMS Prior to Contracting
[PCC 20118.2] [EC 81651] 1. Board Resolution purchase under [PCC 20118.2]

2. Publication of Notice of Request for Proposals

Before Start of Work
3. Signed Contract and/or Purchase Order

4. Board Approval of Contract and/or Purchase Order
5. Payment bond if contract involves a public works
expenditure in excess of $25,000

Progress Payment
6. Invoice approved for payment by authorized

signatory

7. Retention of 5% of amount due if contract involves
a public works expenditure in excess of $5,000

8. Acknowledgement of receipt of goods/services

Final Payment
9. Invoice

10. Acknowledgement of receipt of goods/services

11. If 5% retention was withheld on progress
payments, districts acceptance of completion is
required to release retention on final payment

12. Release of Stop Notice if any

13. If the contract had a payment bond, recorded
notice of completion

ENERGY CONSERVATION Prior to Contracting
[GC4217.10 - 4217.16] 1. Board Resolution purchase under PCC 20118.2

2. Publication of Notice of Request for Proposals

Before Start of Work
3. Contract with Board Approval or Purchase Order

with proof of Board ratification

4. Designation of sub-contractors

5. Certification of liability insurance
Payment bond if contract involves a public works
expenditure in excess of $25,000
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Progress Payment
7. Invoice approved for payment by authorized

signatory

8. Retention of 5% of amount due if contract involves
a public works expenditure in excess of $5,000

9. Acknowledgement of receipt of goods/services

Final Payment
10. Invoice approved for payment by authorized

signatory
11. Acknowledgement of receipt of goods/services
12. If 5% retention was withheld on progress
payments, districts acceptance of completion is
required to release retention on final payment
13. Release of Stop Notice, if any
14. If the contract had a payment bond, recorded
notice of completion

SALE AND LEASEBACK Prior to Contracting
[EC17456/17597] 1. Board Resolution purchase under [PCC 20118.2]

2. Publication of Notice of Request for Proposals

Before Start of Work
3. Signed Contract and/or Purchase Order

4. Board Approval of Contract and/or Purchase Order
5. Payment bond if contract involves a public works
expenditure in excess of $25,000

Progress Payment
6. Invoice approved for payment by authorized

signatory

7. Retention of 5% of amount due if contract involves
a public works expenditure in excess of $5,000

8. Acknowledgement of receipt of goods/services




COMMERCIAL CLAIMS DOCUMENTATION QUICK REFERENCE

GUIDE

Final Payment

9.

10.
11.

12.
13.

Invoice approved for payment by authorized
signatory

Acknowledgement of receipt of goods/services
If 5% retention was withheld on progress
payments, districts acceptance of completion is
required to release retention on final payment
Release of Stop Notice, if any

If the contract had a payment bond, recorded
notice of completion

DOCUMENTS REQUIRED

DEPARTMENT OF GENERAL 1. Board Approval or Purchase Order with proof of
SERVICES (DGS) CONTRACTS e
[PCC10299(b)] ratification
2. Invoice
3. Proof of receipt
FOOD Invoice
EC 38083 .
[ ] Board Approval or Purchase Order with proof of
ratification
3. Proof of receipt
BOOKS AND INSTRUCTIONAL Invoice
MATERIALS .
(Object code 4100-4200) Contract with Board approval or Purchase Order
with proof of ratification
3. Proof of receipt
MATERIALS AND SUPPLIES- Invoice
(NON-CAPITALIZED EQUIPMENT) .
(Object Code 4100-4400) Board approval or Purchase Order with proof of
ratification
3. Proof of Receipt




COMMERCIAL CLAIMS DOCUMENTATION QUICK REFERENCE
GUIDE

DOCUMENTS REQUIRED

SERVICES .

(Object Code 5810-5899) 2. Board approval or Purchase Order with proof of
ratification

INSTRUCTIONAL SERVICES/NON- 3. Proof of event, (i.e. signed log-in sheet, flyer,

INSTRUCTIONAL CONSULTANTS . .
signed timesheet)

SUB-AGREEMENTS FOR 1. Invoice
SERVICES Board approval or Purchase Order with proof of
ratification
3. Proof of service or event signed by the Department
Head or Program Manager.
4. For initial payment, copy of signed contract.
$25,000 of each individual sub-agreement may be coded to

Object 5800, with the remainder charged to Object 5100. The
$25,000 limit applies for the duration of the sub- agreement

APPRAISALS 1. Invoice

Object Code 5810-5819 .
) Board approved contract or Purchase Order with

proof of ratification

SPECIAL ASSESSMENTS 1. Invoice

Object Code 5820-5829 )
) Board approved contract or Purchase Order with

proof of ratification

LEGAL SERVICES 1. Invoice

Object Code 5820-5829 .
) Board approved contract or Purchase Order with

proof of ratification
3. Signed Contract




COMMERCIAL CLAIMS DOCUMENTATION QUICK REFERENCE

GUIDE

DOCUMENTS REQUIRED

SETTLEMENT AGREEMENTS
(Object Code 5820-5829)

Settlement Agreements through

Districts are advised to pay Employee

payroll; refer to LACOE Bulletin 5102.

Settlement agreement signed by both parties and
the legal counsels for both parties; or Court Order
Board approval in open session per the Brown Act
or, if approved in a closed session, report of the
final action taken on the case number referenced in
the closed session board minutes

If taxes are not taken from the settlement, a letter
from an authorized district personnel
acknowledging the district can be held liable for
failure to properly issue a 1099 and for failure to
withhold required taxes if determined settlement is
taxable.

TRAVEL AND CONFERENCES
[EC35044, 44032, 72423]
Object Code 5200-5299

Invoices and/or receipts

Travel Claims

Board approved contract or Purchase Order with
proof of ratification of travel/conference

Board Travel and Mileage Policies may be required
(if not on file)

DUES AND MEMBERSHIPS
[EC 35172]
Object Code 5300-5399

Invoice

Authorized List of Membership Organizations with
Specific Board Approval or Purchase Order with
proof of ratification

INSURANCE

(All forms of insurance other than
employee benefits)

Object Code 5400-5499

Invoice

Insurance Policy

Board Approval or Purchase Order with proof of
ratification

OPERATIONS AND
HOUSEKEEPING SERVICES
Object Code 5500-5599

Invoice
Contract with Board approval or Purchase Order
with proof of ratification




COMMERCIAL CLAIMS DOCUMENTATION QUICK REFERENCE

GUIDE
DOCUMENTS REQUIRED
RENTALS AND LEASES 1. Invoice

Object Code 5610-5629 . .
Contract with Board Approval (recurring lease or

long term lease)
3. Purchase Order with Board Approval (one-time
lease only) if assigned, need assignment contract
4. Payment Schedule if not contained in contract

REPAIRS, AND NON-CAPITALIZED 1. Invoice
IMPROVEMENTS .
Object Code 5610-5629 2. Duly Signed Contract or Purchase Order

3. For payments of more than 95% of the contract
price of $5,000 or more, district’s acceptance of
completion of the project [PCC 9203]

4. Payment bond if work to be done is over $25,000
[CC 9552]

ADVERTISING 1. Invoice

Object Code 5830-5839
ject ~ode Duly Signed Purchase Order or Board Approval

3. Copy of advertisement

TUITION 1. Invoice

Object Code 7110-7199
yect -ode Approval for payment by Authorized Signatory

PRIVATE SCHOOL TUITION 1. Invoice

Object Code 5870 .
! Master and/or Individual Contract

3. Board Approval

OTHER OPERATING EXPENSES 1. Invoice

Object Code 5890-5899 .
! Duly Signed Purchase Order, Contract, or Board

Approval

COMMUNICATIONS 1. Invoice

Object Code 5900-5998 .
) Board approval or Purchase Order with proof of

ratification
3. Signed Contract and/or Purchase Order
4. Board Approval of Contract and/or Purchase Order




COMMERCIAL CLAIMS DOCUMENTATION QUICK REFERENCE
GUIDE

DOCUMENTS REQUIRED

Reimbursable/Replenishment of Payroll Advance
Petty Cash Should be made through HRS system or approval

If type of transaction is . .
auditable regardless of amount from payroll unit to process through commercial

i.e. construction, contracts, travel, - warrant.

other documentation to prove

compliance to applicable codes will VENDOR PAYMENTS

apply (i.e. board approval, proof of Invoice or statement approved for payment by

bidding, payment bond). Refer to the
transaction description for complete
audit documentation requirements.

authorized signatory certifying that charges were
authorized, verified, and are actual charges for the
district

Travel Advances and Reimbursable
1. Copy of brochure, pre-registration form, or agenda

2. Travel request or travel advance form with
authorized signatures
3. Receipt

CREDIT CARDS 1. Credit card statement.
Credit cards would normally be used

for the following expenditures:
e Gasoline for district credit card expenses that charges were

Receipts or a certification by individual responsible

* Telephone reviewed. See example in Exhibit 6.
e Travel expenses

e  Miscellaneous school
supplies the credit card account and credit limit or purchase

3. Excerpt from governing board minutes approving

order with proof of board ratification

OTHER TRANSFERS OUT 1. Invoice
Object Code 7210-7299

These are transfers of resources to
other districts and non-districts, i.e.,
transfers to Charter Schools, JPAs.

Approval for payment by an Authorized Signatory

DEBT SERVICE 1. Invoice

Object Code 7639
ject ~oce Approval for payment by Authorized Signatory

3. Certification of Participation Trust Agreement with
the schedule of payment

OTHER FINANCING USES 1. Inter-fund transfer authorization

Object Code 7630-7699
) Board Approval




COMMERCIAL CLAIMS DOCUMENTATION QUICK REFERENCE

GUIDE

DOCUMENTS REQUIRED

ABATEMENT OF INCOME
Object Code 8000

1. Invoice
2. Board Approval

WITHHOLDINGS - PAYROLL
Object Code 9511-9518

1. Authorization from Payroll department to issue
commercial warrant
2. Invoice

PROPERTY/SITE OR LAND
PURCHASE
Object Code 6100-6170

1. Invoice
Signed Contract with Board Approval
3. Escrow Agreement (if acquiring land)

BUILDING /SITE IMPROVEMENTS
OR BUILDING IMPROVEMENTS
Object Code 6200-6299

For expenditures exceeding
$15,000 for public projects or the
bid limit for CUPCCAA districts,
refer to page 67

Invoice

Signed Contract with Board Approval

For payments of more than 95% on a contract
amount of $5,000 or more, district’s acceptance of
completion of the project [PCC 9203]

NOTE: Consultant services for construction projects such
as architect fees, design fees and building security will
only require items 1 and 2 above

BOOKS AND MEDIA FOR SCHOOL
LIBRARIES OR MAJOR

Invoice

EXPANSION OF SCHOOL 2. Duly Signed Purchase Order or Contract
LIBRARIES 3. Proof of receipt
Object Code 6300-6399
EQUIPMENT/EQUIPMENT 1. Invoice
REPLACEMENT 2. Duly Signed Purchase Order or Contract
Object 6400-6599 .
3. Proof of receipt
4. Payment bond if installation cost is over $25,000

[CC9552]
5. District’s acceptance of completion of work when
installation is involved









http://www.sco.ca.gov/ard_cuccac.html
http://www.sco.ca.gov/Files-ARD-Local/CUCCAC_Manual.pdf
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District

Resolution #

Adoption to enter into a Lease and Leaseback (LLB) Agreement for the
Project

WHEREAS, Section 17406/81336 of the Education Code of the State of California provides the
district may let, for a minimum rental of one dollar ($1) a year, to any person, firm, or corporation any
real property that belongs to the district if the instrument by which such property is let requires the
lessee therein to construct on the demised premises, or provide for the construction thereon of, a
building or buildings for the use of the district during the term thereof, and provides that title to that
building shall vest in the district at the expiration of that term; and

WHEREAS, the district have complied with EC 17402/81332 and declare __ (site name and
description) is the available site which the building will be constructed; and

WHEREAS, the building (name and describe building) will be constructed according to the plans and
specifications approved pursuant to Sections 17280/81130; and

WHEREAS, minimum yearly rental is set at $ until ; and

WHEREAS, per EC 17424/81350, the general prevailing rate of per diem wages obtained from the
Director of the Department of Industrial Relations for each type of workman needed for the
construction of the building is $ , and the general prevailing rate for holiday and overtime work
is$ . Work performed by any workman employed upon the project in excess of eight hours
during any one calendar day shall be permitted at not less than 112 times the basic rate of pay; and

WHEREAS, the board has reviewed the LLB agreements; and

WHEREAS, the board has determined that the terms are in the best interest of the district
(could describe specifics as to how the board got to this determination) ; and

BE IT FURTHER RESOLVED that the District, declare its intention
to enter into a lease and leaseback agreement with (builder) pursuant to Education Code 17406/81336.

PASSED AND ADOPTED by vote of the members of the Governing Board/Board of Trustees of
District Month/Day/Year Number of members

AYES: | NOES: ABSENT

l, , Clerk/Secretary of the Governing Board hereby certify that the
foregoing copy of the Resolution is true, full and complete copy of the Resolution passed by the
governing board of School District at a meeting held on the
day of , 20

Signature:

Clerk/Secretary of the Governing Board
(Print Name)

Attachment 1
Info Bul. No. 6985
SFS-A57-2024-2025



Los Angeles County BULLETIN # 6664

Office of Education

9300 Imperial Highway, Downey, California 90242-2890 ¢ (562) 922-6111
Debra Duardo, M.S.W., Ed.D., Superintendent

INFORMATIONAL i
¢

March 21, 2023

TO: Business Administrators
Los Angeles County School and Community College Districts
and Other Local Educational Agencies

FROM: Nkeiruka Benson, Director
Division of School Financial Services (SFS)

SUBJECT: Commercial Claims Board Approval Documentation Requirement

IMPORTANT INFORMATION

To avoid vendor payment processing delays, districts should ensure that the board affirmations
(approvals) submitted to Commercial Claims are current, for payment requests requiring board
approval backup documentation. The board approval should include an affirmation by the formal
vote of the board members authorizing the expenditure. EC35163 states that “Every official
action taken by the governing board of every school district shall be affirmed by a formal vote
of the members of the Board, and the governing board of every school district shall keep
minutes of its meetings, and shall maintain a journal of its proceedings in which shall be
recorded every official act taken.”

As previously published in our bulletin 4106, Education Code (EC) 42632/85232 mandates that
each order drawn on the funds of a Local Educational Agency (LEA) be signed by at least a
majority of the members of the governing board of the LEA, or by a person or persons authorized
by the governing board to sign orders in its name. No person other than an officer or employee
of the district shall be authorized to sign orders. The Los Angeles County Office of
Education(LACOE) has established review objectives to ensure compliance with this mandate.

The affirmation included with the backup documents can be in the form of the minutes showing
the vote or the actual board approval form signed by the secretary of the Board.

If you have any questions about information covered in this bulletin, please contact
Jenny Zermeno at (562) 922-8874 or zermeno jenny@lacoe.edu.

Serving Students = Supporting Communities = Leading Educators




Commercial Claims Board Approval Documentation Requirement
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Download SFS Bulletins from LACOE Website

This bulletin, as any other SFS bulletin, may be downloaded from the LACOE Website as

follows:
https://www.lacoe.edu/bulletins

Approved:

Nkeiruka Benson, Director

Division of School Financial Services
NB:It

SFS-A39-2022-2023
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Los Angeles County BULLETIN # 6826

Office of Education

9300 Imperial Highway, Downey, California 90242-2890 ¢ (562) 922-6111
Debra Duardo, M.S.W., Ed.D., Superintendent

April 12,2024

TO: Business, Payroll and Personnel Administrators
Los Angeles County School and Community College Districts
Charter Schools and Other Local Educational Agencies
FROM: Jonah Austria, Payroll Systems Coordinator
District Personnel Information Services
Division of School Financial Services

SUBJECT: Processing HRS Warrants Issued to Deceased Employees
Districts may be in possession of uncashed payroll warrants issued to employees who are now deceased. This bulletin
provides information on processing such warrants and provides answers to related frequently asked questions.

In order to release these warrants, the district must have the following:

e A valid Warrant Recipient Designation form executed by the employee, or submission of court Letters of
Administration or Letters of Testamentary, or an affidavit allowing the release of funds to a beneficiary

and
e Proof of death

An example of a Warrant Recipient Designation form is included as an attachment to this bulletin. Districts should
encourage all employees to update this form every five years, or when a life change occurs.

Districts can expect a few business days turnaround upon receipt of the appropriate documentation.
PROCEDURE
District Accounting/Payroll Units wishing to re-issue wages to a qualified beneficiary should perform the following steps:

e Secure the uncashed payroll “A” Warrant

e Produce a valid Warrant Recipient Designation form or other legal documentation permitting wage
distribution to a beneficiary, as mentioned previously

e Create a GAX document in FIN BEST Advantage for the net amount of the original “A” Warrant

e Make note of the original “A” Warrant number in “Document Description” in the Header section

e Charge Object code 9601, Employee Final Pay Liability Account

Serving Students = Supporting Communities = Leading Educators



Processing of HRS Warrants Issued to Employees Who Are Now Deceased
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e Scan and email all documents and the original warrant to SFS Payroll for verification and approval
e Return the original warrant to SFS Payroll via JET delivery

e Upon approval of the replacement warrant, create a journal entry for the stop payment of the original payroll
warrant. For more information, refer to the last bullet on the attached FAQ document

Please note that Districts should not cancel the payroll “A” Warrant in HRS. SFS Payroll will perform a “stop
payment” transaction on the original warrant.

If you have questions, please contact the corresponding area:

Subject Matter Email

Commercial Claims:
sfscommercialclaims@lacoe.edu

Payment Review/Release

SFS Payroll:

. . . sfs payroll requests@lacoe.edu
Documentation Verification Py 4 @

General Ledger: sfsgeneralledger@lacoe.edu
Accounts Payable: sfsaccountspayable@lacoe.edu
Approved:

Nkeiruka Benson, Director
Division of School Financial Services

JA:sm
Attachments

SFS-A44-2023-2024


mailto:sfscommercialclaims@lacoe.edu
mailto:sfs_payroll_requests@lacoe.edu
mailto:sfsgeneralledger@lacoe.edu
mailto:sfsaccountspayable@lacoe.edu

Frequently Asked Questions
Processing of HRS Warrants Issued
To Employees Who Are Now Deceased

Where do I start?
0 Secure the payroll warrant and gather the required documentation.

We don’t have a Warrant Recipient Designation form on file for this employee. Where
do I obtain an affidavit?
0 Contact SFS Payroll.

The named Warrant Recipient Designation beneficiary is deceased. What should we do
now?
0 Ask the family (or next-of-kin) to provide court issued “Letters of
Administration” or to complete an affidavit.

Can an employee designate more than one beneficiary?
0 Yes. If more than one primary beneficiary is named, the net amount of the
original payroll warrant should be divided equally.

What if the designated beneficiary is a minor?
O A minor can receive the payment. If there is no designated beneficiary and the

child is immediate family, the parent or guardian of the child can submit an
affidavit on his/her behalf.

Can the beneficiary be in another country?
O Yes

Can the beneficiary be an undocumented person?
0 Yes

Can a trust be listed as a beneficiary?
0 Yes. However, if the employee named a trustee, the check will be payable to the
trustee as an individual.

What if we cannot locate the designated beneficiary?
0 Districts should develop policies for situations such as this. If in doubt,
consult the district’s General Counsel.

Do I have to wait for approval from LACOE before submitting the GAX
Document in FIN BEST Advantage?
0 No. You can enter the transaction at the time you submit the documents to SFS
Payroll.

Do we need to return the original payroll warrant to LACOE?
0 Yes. Return the voided warrant to SFS Payroll via JET mail.



e What if [ need to make balance adjustments in HRS because of this transaction?

0 Complete and submit an “HRS Balance Adjustment Request — Deceased
Employee” form, found on the LACOE SFS Payroll website.
www.lacoe.edu/payroll

e What happens on the accounting side?
0 District makes the following accrual entries upon approval of the transaction:

*  Credit-01.0-00000.0-00000-00000-9601-0000000 (100.00)
= Debit - 01.0-00000.0-00000-00000-9110-0000000 100.00

0 District’s B warrant request creates the following entries:

= Debit - 01.0-00000.0-00000-00000-9601-0000000 100.00
*  Credit- 01.0-00000.0-00000-00000-9110-0000000 (100.00)

0 The credit and debit to 9601 should net to zero.

0 Timely year-end accounting is critical to ensure that both transactions
involving 9601 occur within the same fiscal year.

Attachment 1 to:
Info. Bul. No. 6826
SFS-A44-2023-2024
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Unified School District
12345 Plaza Drive
Los Angeles, CA 90242

WARRANT(S) RECIPIENT DESIGNATION

Under the provisions of Section 53245 of the California Government Code, in the event of
my death | hereby designate the following named person to be entitled to receive all
warrants payable to me by the Unified School District had | survived:

Beneficiary Information

TYPE OR PRINT FULL NAME OF DESIGNEE RELATIONSHIP TO EMPLOYEE

ADDRESS (NUMBER, STREET, CITY, STATE AND ZIP CODE)

PHONE NUMBER SOCIAL SECURITY NUMBER

Contingent Beneficiary Information

IF THE BENEFICIARY NAMED ABOVE IS NOT LIVING RELATIONSHIP TO EMPLOYEE
THEN PAY:

ADDRESS (NUMBER, STREET, CITY, STATE AND ZIP CODE)

PHONE NUMBER SOCIAL SECURITY NUMBER

This designation cancels and replaces any previously signed by me for this purpose and
shall remain in effect until cancelled in writing by me.

It is expressly understood and agreed that the Unified School District
is not obligated to deliver said warrants to the person designated herein above unless said
designated person, within two years after the date of said warrant or warrants, claims said
warrants from the Unified School District and provides to said
Unified School District sufficient proof of identity pursuant to the
provisions of Section 53245 of California Government Code.

TYPE OR PRINT FULL NAME OF EMPLOYEE SIGNATURE OF EMPLOYEE
EMPLOYEE IDENTIFICATION NUMBER DATE SIGNED
FORM NO

Attachment 2 to:
Info. Bul. No. 6826
SFS-A44-2023-2024



Los Angeles County HRS BALANCE ADJUSTMENT REQUEST

Office of Education

Serving Students = Supporting Communitios s Leading Educators DEC EASED EMPLOYEE

NAME OF EMPLOYEE DISTRICT

EID DATE OF DEATH
ISSUE DATE(S) WARRANT No

REQUESTOR NAME AND POSITION

Scenario @: Employee dies during the calendar year, but wages were issued while alive whether or not they were in

possession of the employee. Wages are treated as regular wages and fully reportable to the IRS (W-2) and the EDD. In this
scenario only - no wage adjustment necessary. Do not submit this form.

Scenario @: Employee dies, and payment issued after death but in the same calendar year of death. Wages are taxable

for Social Security and Medicare (if applicable), Ul and SDI, but not subject to Federal or State Personal Income Tax.
Retirement contributions for wages should occur.

Adjustment Type HRS Element No. Adjustment Amount
Federal Gross YTD/QTD | 5509/5510 $
State Gross YTD/QTD 5505/5506 $

Scenario ©®: Employee dies, and payment issued after the year of death (regardless of accrual date). Wages are not
subject to employment taxes but can be subject to retirement.

Adjustment Type HRS Element No. Adjustment Amount

Federal Gross YTD/QTD | 5509/5510

State Gross YTD/QTD 5505/5506

OASDI Gross NL YTD* 5513

Medicare Gross NL YTD* | 5570

&h | HA | | P | P

SUI Gross YTD/QTD 5507/5508

* When OASDI and Medicare grosses are adjusted, a warrant may be issued payable to the deceased employee to refund taxes.

For questions or to submit a request: Contact DPIS SFS Payroll at sfs_payroll_support@lacoe.edu or (562) 922-6447.

For Internal Use Only
ADJUSTMENT ENTERED BY DATE

PAY SCHEDULE

FORM NO. 701-836 02/06/2015

Attachment 3 to:
Info. Bul. No. 6826
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Los Angeles County BULLETIN # 6931

Office of Education

9300 Imperial Highway, Downey, California 90242-2890 ¢ (562) 922-6111
Debra Duardo, M.S.W., Ed.D., Superintendent

INFORMATIONAL -
¢

November 19, 2024

TO: Business and Accounting Administrators
Los Angeles County K-12 Schools and Community College Districts
and Other Local Educational Agencies

FROM: Gabriel Leung, Assistant Director
Accounting and Financial Services
Division of School Financial Services

SUBJECT:  Annual Certification of Signature Resolution

The governing board of each school district and community college district is required to hold an
annual organizational meeting according to Education Code Section 35143/72000 as follows:

= The governing board of each school district shall hold an annual organizational meeting. In
a year in which a regular election for governing board members is conducted, the meeting
shall be held on a day within a 15-day period that commences with the second Friday in
December following the regular election. Organizational meetings in years in which no such
regular election for governing board members is conducted, shall be held on any date in
December, but no later than December 20th.

= Only a city board of education, whose members are elected in accordance with a city charter,
are exempt from this requirement.

The Certification of Signatures Resolution must be approved at that meeting.

ANNUAL CERTIFICATION OF SIGNATURE RESOLUTION SUBMISSION DUE DATES

The annual Certification of Signatures is due to the Los Angeles County Office of Education
(LACOE) as follows:

Date Expiring Date Due
December 31, 2024 December 27, 2024
May 31, 2025 May 15, 2025

June 30, 2025 June 16, 2025

July 31, 2025 July 17, 2025
August 31, 2025 August 15, 2025

Serving Students = Supporting Communities = Leading Educators
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NEW RESOLUTION REQUIRED FOR ANY CHANGE IN SIGNATURE
AUTHORIZATIONS

When changes in signature authorizations occur before the expiration of the annual Resolution, the
district must submit a new Resolution. The new Resolution will rescind all previous signature
Resolutions. The Resolution should be signed by the Clerk of the Board, and be submitted with the
relevant Board minutes. If the change is removing a signatory, a cover letter describing the change
and the Board minutes will suffice.

REMOVE OR DEACTIVATE BEST ADVANTAGE FINANCIALS OPERATOR
APPROVING RIGHTS TO SIGNATORIES WHO ARE NO LONGER AUTHORIZED

Whenever changes in signature authorizations occur, a User Maintenance Document (UDOC)
should be completed and submitted to the Security & Workflow Unit. Use the UDOC to request
deactivation of the approving rights given to signatories who are no longer authorized. For any
questions about the UDOC, please contact the Security & Workflow Unit at
SFSSecurity@lacoe.edu.

SUBMITTING NEW CERTIFICATION OF SIGNATURES

Submit by email: a cover letter, the Board Minutes, the approved Certification of Signature
Resolution, and the adopted list of authorized district personnel (with their delegated duties) to SFS’s
Commercial Claims Unit at SESCommercialClaims@lacoe.edu. In the cover letter, please indicate
whether the submission is to replace an expiring Certification of Signature, or to enact changes
occurring before the expiration of the annual Resolution.

SIGNATURES ON EXPIRED CERTIFICATION

Signatures on expired Certifications of Signatures Resolution will not be honored. If the resolution
expires before the scheduled organizational meeting, please submit a letter requesting an extension
to honor the signature(s) until a new resolution is approved via email to
SFSCommercialClaims@lacoe.edu. A new resolution must be approved within thirty (30) days of
the expiration date. In the letter, please include the expiration date of the expiring Certification of
Signatures and the anticipated Board date on which the new resolution will be approved.

The Certification of Signatures Resolution form may be accessed on the website:
https://lacoe.edu/services/business/sfs/commercial-claims, select “Certification of Signatures”
under “Resources.”

There is no need to send hard copies. The Certification of Signatures and letters can be sent by email
to SFS Commercial Claims at SFSCommercialClaims@lacoe.edu. Indicate District Name and
Certification of Signatures in the subject line. For any questions regarding this bulletin, contact
Gabriel Leung at (562) 922-6416 or by email at Leung_Gabriel@lacoe.edu.
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This bulletin and its attachments are posted on the LACOE website at the following address:
https://www.lacoe.edu/bulletins

Approved:
Nkeiruka Benson, Director
Division of School Financial Services

GL:ei
Attachments

SFS-A30-2024-2025
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DISTRICT

CERTIFICATION OF SIGNATURES

As clerk/secretary to the governing board of the above named district, | certify that the signatures shown below in Column 1 are the
verified signatures of the members of the governing board. | certify that the signatures shown in Column 2 are the verified signatures of the
person or persons authorized to sign notices of employment, contracts and orders drawn on the funds of the district. These certifications
are made in accordance with the provisions of Education Code Sections:

K-12 Districts: 35143, 42632, and 42633

Community College Districts: 72000, 85232, and 85233

If persons authorized to sign orders as shown in Column 2 are unable to do so, the law requires the signatures of the majority of the
governing board.

These approved signatures are valid for the period of: to
In accordance with governing board approval dated , 20
Signature
Clerk (Secretary) of the Board
Typed Name
NOTE: Please TYPE name under signature. Clerk (Secretary) of the Board
Column 2
Column 1 Signatures of Personnel and/or Members of Governing Board
Signatures of Members of the Governing Board authorized to sign Orders for Salary or Commercial Payments,
Notices of Employment, and Contracts:
SIGNATURE INITIALS SIGNATURE INITIALS
TYPED NAME TYPED NAME
President of the Board of Trustees/Education TITLE
SIGNATURE INITIALS SIGNATURE INITIALS
TYPED NAME TYPED NAME
Clerk/Secretary of the Board of Trustees/Education TITLE
SIGNATURE INITIALS SIGMATURE INITIALS
TYPED NAME TYPED NAME
Member of the Board of Trustees/Education TITLE
SIGNATURE INITIALS SIGNATURE INITIALS
TYPED NAME TYPED NAME
Member of the Board of Trustees/Education TITLE
SIGNATURE INITIALS SIGNATURE INITIALS
TYPED NAME TYPED NAME
Member of the Board of Trustees/Education TITLE
SIGNATURE INITIALS SIGNATURE INITIALS
TYPED NAME TYPED NAME
Member of the Board of Trustees/Education TITLE
SIGNATURE INITIALS SIGNATURE INITIALS
TYPED NAME TYPED NAME
Member of the Board of Trustees/Education TITLE
If the Board has given special instructions for signing warrants Number of Signatures required:
or orders, p|98.59 attach a copy of the resolution to this form. ORDERS FOR SALARY PAYMENTS ORDERS FOR COMMERCIAL PAYMENTS
MNOTICES OF EMPLOYMENT CONTRACTS
FORM NO. 503-804 Rev. 10-10-2013

Attachment No. 1
Info. Bul. No. 6931
SFS-A30-2024-25
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CERTIFICATION OF SIGNATURES RESOLUTION

Date:

Gabriel Leung

Assistant Director

Accounting and Financial Services
Division of School Financial Services
Los Angeles County Office of Education

Per LACOE Bulletin #6931, attached is the Certification of Signatures Resolution expiring on
which was approved during our organizational meeting on

If you have any questions, please contact, (Name and title of district representative) at (Phone
number), and (e-mail address).

Sincerely,

District Representative
Title and Division

Attachment No. 2
Info. Bul. No. 6931
SFS-A30-2024-2025
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REQUEST FOR EXTENTION OF THE
CERTIFICATION OF SIGNATURES RESOLUTION

Date:

Gabriel Leung

Assistant Director

Accounting and Financial Services
Division of School Financial Services
Los Angeles County Office of Education

Per LACOE Bulletin #6931, this is a request to honor the Certification of Signatures Resolution which
expired on until a new resolution is approved on our next organizational meeting scheduled
on

A copy of the new, approved Certification of Signatures Resolution will be sent to you after the
organizational meeting.

If you have any questions, please contact, (Name and title of district representative) at (Phone
number), and (e-mail address).

Sincerely,

District Representative
Title and Division

Attachment No. 3
Info. Bul. No. 6931
SFS-A30-2024-2025



Place on District Letterhead

NOTICE OF REVISION/AMENDMENT ON THE CERTIFICATION OF SIGNATURES

Date:

Gabriel Leung

Assistant Director

Accounting and Financial Services
Division of School Financial Services
Los Angeles County Office of Education

Per LACOE Bulletin #6931, this is a notice of revision in our current Certification of Signatures
Resolution.

Effective , (describe changes). Enclosed is the revised Certification of Signatures
Resolution signed by the Secretary of the Board and the approved minutes for the revision.

If you have any questions, please contact, (Name and title of district representative) at (phone
number), and (e-mail address).

Sincerely,

District Representative
Title and Division

Attachment No. 4
Info. Bul. No. 6931
SFS-A30-2024-2025
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Office of Education

9300 Imperial Highway, Downey, California 90242-2890 ¢ (562) 922-6111
Debra Duardo, M.S.W., Ed.D., Superintendent
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¢

October 4, 2022

TO: Business Administrators
Los Angeles County School and Community College Districts
and Other Local Educational Agencies

FROM: Gabriel Leung, Assistant Director
Accounting and Financial Services
Division of School Financial Services

SUBJECT: County Approval Process of Emergency Resolution Requests

The purpose of this bulletin is to provide information regarding the County approval process of
Emergency Resolution Requests.

Legal Provision

In emergency situations, the Public Contract Code (PCC) contains a provision for public
agencies to enter into contracts for public work projects without competitive bidding when the
total cost exceeds $15,000. Public Contract Code Sections 20113 (school districts) and 20654
(community college districts) read as follows:

(a) In an emergency when any repairs, alterations, work, or improvement is necessary to any
facility of public schools/the college to permit the continuance of existing school/college classes,
or to avoid danger to life or property, the board may, by unanimous vote, with the approval of
the county superintendent of schools, do either of the following:

(1) Make a contract in writing or otherwise on behalf of the district for the performance

of labor and furnishing of materials or supplies for the purpose without advertising for or
inviting bids.

(2) Notwithstanding PCC Section 20114 / 20655, authorize the use of day labor or force
account for the purpose.

(b) Nothing in this section shall eliminate the need for any bonds or security otherwise required
by law.

Serving Students = Supporting Communities = Leading Educators




County Approval Process of Emergency Resolution Requests
October 4, 2022
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Definition of Emergency

Public Contract Code Section 1102 describes emergencies as follows:

“Emergency,” as used in this code, means a sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to prevent or mitigate the loss or impairment
of life, health, property, or essential public services.

The following are the requirements to permit our office to approve payments under emergency
conditions:

1.

An Emergency Resolution unanimously approved by the governing board (Attachment 1)
must be forwarded to our office with a cover letter (Attachment 2) requesting approval of
the county superintendent of schools to waive the competitive bidding requirement under
PCC Section 20113 (school districts) and Section 20654 (community college districts).
In all situations, the definition of emergency as defined by PCC Section 1102 must be
met. The request should describe facts showing the need for repairs and justifying an
emergency exists, e.g., “The boiler at Anywhere Elementary School exploded on
December 31, 2020, during the winter break and must be replaced. Classes will resume
in 4 days. The superintendent reports that existing classes will not be able to continue
without an immediate repair of the boiler.” The request should also include the district’s
best estimate of the total expenditures needed to correct the emergency and, when known,
the name(s) of the vendor(s) contracted with for the repairs/alterations.

When the nature of the emergency is such that corrective action is required before the
regular scheduled governing board meeting, and the estimated cost exceeds the
competitive bidding limit, you may secure the county office’s conditional approval to
proceed by submitting information relevant to the emergency to our office in letter form
(Attachment 3) by e-mail to Leung_Gabriel@lacoe.edu. The district’s governing board
members must approve the emergency repairs. We will review the information and
respond to you quickly. Once approved, an electronic copy is sent to the district. A copy
of the formal resolution adopted by the governing board must still be sent to our office.

Once LACOE approves an emergency waiver, a copy of the approved resolution will be
sent to the district as confirmation. The resolution number should be referred to or a
copy of the approved emergency resolution should be submitted as supporting
documentation for all payment requests related to the emergency resolution.

CUPCCAA Districts do not have to submit an Emergency Resolution Request to LACOE

Districts who have elected to be subject to the California Uniform Public Construction Cost
Accounting Act (Pub. Contract Code Section 22000, et seq., “CUPCCAA”), do not have to
submit an Emergency Resolution Request to LACOE for approval. Emergency work of $200,000
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or more and as defined in PCC 22035 must be done pursuant to the terms of PCC Section
22050(a).

(1) In the case of an emergency, a public agency, pursuant to a four-fifths vote of its
governing body, may repair or replace a public facility, take any directly related and
immediate action require by that emergency, and procure the necessary equipment,
services, and supplies for those purposes, without giving notice for bids to let contracts.

(2) Before a governing body takes any action pursuant to paragraph (1), it shall make a
finding, based on substantial evidence set forth in the minutes of its meeting, that the
emergency will not permit a delay resulting from a competitive solicitation for bids and
that the action is necessary to respond to the emergency.

An emergency waiver does not eliminate the need for any bonds or security otherwise
required by law.

A retention of not less than 5 percent is required for progress payments on public works projects
exceeding $5,000 per PCC Section 9203(a) “Payment on any contract with a local agency for
the creation, construction, alteration, repair, or improvement of any public structure, building,
road, or other improvement, of any kind which will exceed in cost a total of five thousand dollars
($5,000), shall be made as the legislative body prescribes upon estimates approved by the
legislative body, but progress payments shall not be made in excess of 95 percent of the
percentage of actual work completed plus a like percentage of the value of material delivered on
the ground or stored subject to, or under the control of, the local agency, and unused. The local
agency shall withhold not less than 5 percent of the contract price until final completion and
acceptance of the project. However, at any time after 50 percent of the work has been
completed, if the legislative body finds that satisfactory progress is being made, it may make any
of the remaining progress payments in full for actual work completed.”

A payment bond per Civil Code Section 9550 will be required if the contract amount for public
works exceeds $25,000 before performance of the work.

Please be advised that Emergency Resolution may not be considered for major
construction and/or modernization projects unless they meet the criteria of the PCC
Sections 1102, 20113 and 20654.

This bulletin and its attachments are posted on the Los Angeles County Office of Education
(LACOE) website at www.lacoe.edu/bulletins.

Should you have any questions regarding the bulletin, please contact Neeti Rajput at (562) 922-
6659 or via email at Rajput Neeti@lacoe.edu.
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Approved:
Nkeiruka Benson, Director
Division of School Financial Services

NB:ei
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Los Angeles County Division of School Financial Services

Office of Education

Leading Educators = Supporting Students = Serving Communities

GOVERNING BOARD RESOLUTION FOR
EMERGENCY RESOLUTION - PUBLIC PROJECT

District Resolution #
On Motion of Member , seconded by Member ,
the following resolution is adopted by the Governing Board of the District:
WHEREAS, ; and
WHEREAS, ; and
WHEREAS, ; AND

WHEREAS, Public Contract Code Section 20113 (school districts) or 20654 (community college districts) provides that
public agencies may, with the unanimous approval of the governing board and approval of the county superintendent
of schools, contract for the performance of labor and purchase of materials without advertising for or inviting bids in an
emergency when such work is necessary to permit the continuance of existing school classes or to avoid danger to life and

property;

THEREFORE, BE IT HEREBY RESOLVED, That the Governing Board of the
District has determined that these circumstances constitute an emergency condition and request approval from the county
superintendent of schools to enter into contracts for:

without advertising or inviting bids pursuant to Public Contract Code Section 20113 (school districts) or 20654 (community
college districts.)

PASSED AND ADOPTED by unanimous vote of the members of the Governing Board of the

DISTRICT MONTH/DAY/YEAR NUMBER OF VOTES ESTIMATED COST*

With the approval of the County Superintendent of Schools, the Board will

|:| Make a contract for the performance of labor and furnishing of materials or supplies, or

|:| Authorize the use of day labor or force account.**

AYES: | NOES: ABSENT:

STATE OF CALIFORNIA
COUNTY OF LOS ANGELES SS

I, CIerk/Secretary of the Governing Board of the
District, do hereby certify that the foregoing is a full, true, and correct copy of a resolution adopted by the said Board at a
regularly called and conducted meeting held on said date.

Clerk/Secretary of the Governing Board

*Civil Code Section 9550 (Public works projects of $25,000 or more would require a payment bond.)
**Community College Districts subject to limitations of PCC 20655; K-12 School Districts subject to limitations of PCC 20114; CUPCCA Districts subject to PCC 22050

FORM NO. 503-826 Rev. 10/24/2012 DISTRIBUTION: Submit Original and one (1) copy to Division of School Financial Services, Commercial Claims Section



Division of School Financial Services
Los Angeles County

Office of Education

Leading Educators = Supporting Students = Serving Communities

District

EMERGENCY RESOLUTION REQUEST

In accordance with Public Contract Code Section 20113 for school districts or 20654 for community college districts, your
district meet the requirements pursuant to the Public Contract Code, unanimously resolved by vote of all members present,
and constituting a quorum, that an emergency exists wherein certain repairs, alterations, works or improvements are
necessary to permit the continuance of existing school classes, or to avoid danger to life and property as described in

Resolution No. dated

Approved by the County Superintendent of Schools

BY (DEPUTY)

DATE SIGNED

FORM NO. 503-826 Rev. 10/24/2012

Attachment No. 1
Info. Bul. No. 6596
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SAMPLE LETTER
(After governing board approval)

Date:

Gabriel Leung, Assistant Director
Accounting and Financial Services
Division of School Financial Services
Los Angeles County Office of Education
9300 Imperial Highway

Downey, CA 90242-2890

Emergency Resolution Request — Governing Board Approval
In accordance with Public Contract Code Sections 1102, 20113 (school districts) / 20654 (community college districts), our
district is seeking the approval of the County Office of Education to waive the requirement for competitive bids as a result of the
following emergency condition(s):

[Description of emergency, including scope of work, cost estimate, and statement to

indicate the effect of the emergency with regard to “permitting the continuance of

existing school classes or to avoid danger to life or property.”]

Our Governing Board met on (date of governing board meeting) and unanimously adopted the attached emergency waiver
resolution.

A payment bond will be furnished before allowing the performance of any public project work costing more than $25,000.

Please contact (name and title of district representative) at (phone number), or (e-mail address) if additional information is
needed.

Sincerely,

Chief Business Official
Attachment (Approved Emergency Resolution)

Attachment No. 2
Info. Bul. No. 6596
SFS-A11-2022-2023
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SAMPLE LETTER
(Before governing board approval)

Date:

Gabriel Leung, Assistant Director
Accounting and Financial Services
Division of School Financial Services
Los Angeles County Office of Education
9300 Imperial Highway

Downey, CA 90242-2890

Emergency Resolution Request — Preliminary Approval
Our governing board has approved an emergency related to:
[Description of emergency, including scope of work, cost estimate, and statement to
indicate the effect of the emergency with regard to “permitting the continuance of
existing school classes or to avoid danger to life or property.” As provided for under Public Contract Code Sections

1102 and 20113 (school districts) or 20654 (community college districts).]

Your concurrence is needed for the district to proceed. A payment bond will be furnished before allowing the performance of
any public work costing more than $25,000.

A formal resolution will be acted upon by our governing board on (date of governing board meeting) and a copy will be sent to
you so that the formal approval from the County Superintendent of Schools may be considered and granted.

Please contact (Name and title of district representative) at (Phone number), or (e-mail address) if additional information is
needed.

Sincerely,

Chief Business Official
Attachment

Attachment No. 3
Info. Bul. No. 6596
SFS-A11-2022-2023



()a Los Angeles County
Office of Education
Debra Duardo, M.S.W., Ed.D., Superintendent

July 25, 2024

TO: Business Administrators

INFORMATIONAL
BULLETIN # 6830

9300 Imperial Highway, Downey, California 90242-2890 ¢ (562) 922-6111

Los Angeles County K-12 School and Community Districts, and Other Local
Education Agencies (LEAs) — BEST Advantage Agencies

FROM: Jenny Zermeno, Disbursements and Financial Systems Manager
Accounting and Financial Systems
Division of School Financial Services

SUBJECT:  Processing Requests for Global Vendor Set Up

A Global Vendor is a vendor that is exempt from LACOE’s School Financial Services (SFS)
Commercial Claims review. To ensure payments for these vendors are received in a timely
manner, the vendor code used should be classified as “global” and the account string an

allowable fund/object combination.

Agencies create or modify Global Vendors using a Vendor Customer Creation (VCC) or a

Vendor Customer Modification (VCM) document. The VCC and VCM documents used to create

or modify global vendors, are routed for approval by SFS.

The table below explains which types of vendors and types of payments qualify for a Global

Vendor designation:

B8

Type of Payment Fund Code | Object Code
Fringe Benefits All Funds 3400-3499/3700-3799
Fringe Benefits Offsetting Accounts All Funds 9525-9589
Utilities All Funds 5500-5539/5550-5599/5900-5999
Employee Benefits (Self Insurance Funds) | 67.x 5800-5899
Associated Student Trust Fund 71.x 5800-5899
Financial Aid 74.0 7530/7531/7550
Withholding/Payroll Liabilities 76.0 9511-9518

When submitting back-up documentation for Global designation, the documentation must be

attached to VCC/ VCM documents in FIN. The VCC/ VCM will be routed through workflow to

the District Approver (if applicable) then to SFS for approval.

Serving Students = Supporting Communities = Leading Educators
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Please use the link below for instructions on the Global Vendor set up and approval process in
FIN:

https://bestcrc.lacoe.edu/kb/fin3-ap-global-vendor-setup

Should you have any questions regarding the bulletin, please contact the LACOE SFS Accounts
Payable department by e-mail at SESAccountsPayable@lacoe.edu.

Approved:
Nkeiruka Benson, Director
Division of School Financial Services

JZ:e1

SFS-A5-2024-2025
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¢

August 16, 2016

TO: Business Administrators
Los Angeles County School and Community College Districts and Other Local
Educational Agencies

FROM: Nkeiruka Benson, Disbursements & Financial Systems Manager
Disbursements & Financial Services
Division of School Financial Services

SUBJECT:  Inspection of Work/Inspector and Architect Requirement on Works of Design,
Construction, Alterations, or Additions to Any School Buildings
Per the Field Act Education Codes (EC) 17280-17317

IMPORTANT INFORMATION

Progress and final payments on works of design, construction, alterations, or additions cannot be
processed without the required architect and inspector signatures.

This bulletin is a reminder that "no contract for the construction or alteration of any school
building, made or executed by the governing board of any school district or other public board,
body, or officer otherwise vested with authority to make or execute a contract, is valid, and no
public money shall be paid for any work done under a contract or for any labor or materials
furnished in constructing or altering any building, unless the plans, specifications, and estimates
comply in every particular with the provisions of this article and the requirements prescribed by
the Department of General Services and unless the approval thereof in writing has first been had
and obtained from the Department of General Services" [EC17307].

"Construction or alteration" as used in this article includes any construction, reconstruction,
alteration of, or addition to, any school building. [EC17294]

Summarized below are the Department of General Services (DGS) approval requirements.
Please refer to Ed Code 17295 for more details.

e Plans that require approval are for the construction or, if the estimated cost exceeds one
hundred thousand ($100,000), the alteration of any school building.

Serving Students = Supporting Communities = Leading Educators




August 16, 2016

Inspection of Work/Inspector and Architect Requirement on Works of Design, Construction, Alterations,
or Additions to Any School Buildings Per the Field Act Education Codes (EC) 17280 — 17317

Page 2

0 Plans where the estimated cost exceeds one hundred thousand dollars ($100,000), but
does not exceed two hundred twenty-five thousand dollars ($225,000), a determination
has to be made by a licensed structural engineer if the alteration is nonstructural or
structural. For nonstructural alterations, DGS require a statement indicating so by the
licensed structural engineer.

If a licensed structural engineer submits a report to the DGS stating that the plans or
activities authorized do not involve structural elements, then all of the following shall

apply:

1. The design professional shall certify that the plans and specifications meet
applicable fire and life safety standards, and do not affect the disabled access
requirements of Section 4450 of the Government Code.

2. Within 10 days of completion, the inspector of record on the project shall certify
in writing to DGS that the reconstruction, alteration, or addition has been
completed in compliance with the plans and specifications.

“Design professional” here, means the licensed architect, licensed structural engineer, or licensed
civil engineer who is responsible for the completion of the design work involved with the
project.

The signatures of Architect, Inspector, Contractor, and District Representative on Application
and Certificate for Payment accompanying each progress payment requests are required on
works that must comply with the Field Act. A sample form is attached in this bulletin and is
available on the Commercial Claims website at:
http://www.lacoe.edu/BusinessServices/SchoolFinancialServices/Commercial Claims.aspx.

If you have any questions in reference to this bulletin, please contact Luz Spanks at
(562) 922-6454 or Spanks_Luz@lacoe.edu.

Approved:
Patricia Smith, Executive Director
Business and Finance

T™:lg
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EC 17280.

(a) (1)The Department of General Services under the police power of the state shall supervise the
design and construction of any school building or the reconstruction or alteration of or addition
to any school building, if not exempted under Section 17295, to ensure that plans and
specifications comply with the rules and regulations adopted pursuant to this article and building
standards published in Title 24 of the California Code of Regulations, and to ensure that the
work of construction has been performed in accordance with the approved plans and
specifications, for the protection of life and property. Nothing in this section shall be construed
to allow a school district to perform work with its own forces in excess of the limitations set
forth in Sections 17595 and 17599. In calculating the cost of any project of reconstruction or
alteration of, or addition to, any school building for the purpose of determining the applicability
of the rules and regulations adopted pursuant to this article and building standards published in
Title 24 of the California Code of Regulations, the Department of General Services shall not
include, as an element of that cost, any expenses of air-conditioning equipment or insulation
materials for that building, or of installing the equipment or materials. (2) In the alternative, for
a leased or purchased building, a school district may comply with this section by complying with
Section 17280.5.

(b) Whenever repairs due to fire damage, not including any damage caused by wind or
earthquake, must be made to any school building previously approved by the Department of
General Services, the approved plans and specifications used in the original work under then
existing rules, regulations, and building standards may be used without modification, providing
all other provisions of this article are carried out.

(c) Notwithstanding any other provision of law, no school district shall be authorized to
construct or reconstruct any school building, regardless of the source of funding, unless and until
the governing board of the district, by resolution, has indicated the agreement of the district that
any school building construction or reconstruction that exceeds those construction costs and
allowable area standards or any allowable building area computed for an attendance area
pursuant to Section 17041 shall, in the event of the district's subsequent application for state
funding for school facility construction, be deducted from the allowable building area for which
the district would otherwise have been eligible, which restriction shall not be subject to waiver or
exception as otherwise may be provided by law.

(d) If it is determined that, for any reason, a school district failed to comply with the
requirement of this section, the district shall not be eligible for any additional building area
pursuant to
Section 17049 and may be denied any time priority established for the particular project pursuant
to Section 17016.

Attachment No. 1
Info. Bul. No. 4424
SFS-A11-2016-17



EC 17295.

(a) (1) The Department of General Services shall pass upon and approve or reject all plans for
the construction or, if the estimated cost exceeds one hundred thousand dollars ($100,000), the
alteration of any school building.

(2) To enable the Department of General Services to pass upon and approve plans pursuant to
this subdivision, the governing board of each school district and any other school authority
before adopting any plans for the school building shall submit the plans to the Department of
General Services for approval, and shall pay the fees prescribed in this article.

(b) Notwithstanding subdivision (a), where the estimated cost of the reconstruction or alteration
of, or an addition to, any school building exceeds one hundred thousand dollars ($100,000), but
does not exceed two hundred twenty-five thousand dollars ($225,000), a licensed structural
engineer shall examine the proposed project to determine if it is a nonstructural alteration or a
structural alteration. If he or she determines that the project is a nonstructural alteration, he or she
shall prepare a statement so indicating. If he or she determines that the project is structural, he or
she shall prepare plans and specifications for the project which shall be submitted to the
Department of General Services for review and approval. A copy of the engineer’s report stating
that the work does not affect structural elements shall be filed with the Department of General
Services.

(c) If a licensed structural engineer submits a report to the Department of General Services
stating that the plans or activities authorized pursuant to subdivision (b) do not involve structural
elements, then all of the following shall apply to that project:

(1) The design professional in responsible charge of the project undertaken pursuant to this
subdivision shall certify that the plans and specifications for the project meet any applicable fire
and life safety standards, and do not affect the disabled access requirements of Section 4450 of
the Government Code, and shall submit this certification to the Department of General Services.
The letter of certification shall bear the identifying licensing stamp or seal of the design
professional. This paragraph does not preclude a design professional from submitting plans and
specifications to the Department of General Services along with the appropriate fee for review.
(2) Within 10 days of the completion of any project authorized pursuant to subdivision (b), the
school construction inspector of record on the project, who is certified by the Department of
General Services to inspect school buildings, shall certify in writing to the Department of
General Services that the reconstruction, alteration, or addition has been completed in
compliance with the plans and specifications.

(3) The dollar amounts cited in this section shall be increased on an annual basis, commencing
January 1, 2018, by the Department of General Services according to an inflationary index
governing construction costs that is selected and recognized by the Department of General
Services.

(4) No school district shall subdivide a project for the purpose of evading the limitation on
amounts cited in this section.

(d) For purposes of this section, “design professional in responsible charge” or “design
professional” means the licensed architect, licensed structural engineer, or licensed civil engineer
who is responsible for the completion of the design work involved with the project.



EC 17307.5

(a) Notwithstanding any provision of law to the contrary, including, but not limited to, Title 3
(commencing with Section 9000) of Part 6 of Division 4 of the Civil Code, the Department of
General Services may issue a stop work order when construction work on a public school is not
being performed in accordance with existing law and would compromise the structural integrity
of the building, thereby endangering the public safety. The Department of General Services shall
allow construction of incidental and minor nonstructural additions or nonstructural alterations
without invoking its stop work authority.



APPLICATION AND CERTIFICATE FOR PAYMENT . oocumenrcroz

PAGE 1 OF PAGES
TO (OWNER): APPLICATION NO.: Distribution to:
___ OWNER
PERIOD TO: ~__ ARCHITECT
. ~_ CONTRACTOR
FROM (CONTRACTOR): DSA No. ~_ INSPECTOR
CONTRACT FOR: CONTRACT DATE:

CONTRACTOR’S APPLICATION FOR PAYMENT

Application is made for Payment, as shown, in connection with the Contract. Continuation

Sheet, AIA Document G703, is aftached.

The undersigned Contractor certifies that to the best of the Contractor's knowledge, information
and belief. the Work covered by this Application for payment has been completed in accordance
with the Gontract Documents, that all previous Certificates for Payment were issued and
payments received from the Owner, and that current payment shown herein is now due.

CONTRACTOR:
1. DRIGINAL CONTRACT SUM .. %
2. Net change hy Change Orders 5
3. CONTRACT SUM TO DATE (Line 1+2)... 3 BY: Date:
4. TOTAL COMPLETED & STORED TO DATE 5
(Colurmn G on G702)
5. RETAINAGE: -
a. % of Completed Work 5 State of: _ County of:
(Column D+E) Subscribed and sworn to betore me this day ot .20
b. % of Stored Material 5 Notary Public. _
{Column F on G703) My Commission expires.
Total Hetainage (Line 5a + 5b ar
Total in Column 1 of GFO2....o e £
G. TOTAL EARNED LESS RETAINAGE. ... ] CERTI FICATE FOR PAYMENT . "
(Line 4 less Line 5 Total) In accordance with the C_nnlracl Dn:umgms, based on on-site observations and the data
7 LESS PREVIOUS CERTIFICATES FOR comprising the above application, the Architectinspector certifies to the Owner that to the best
: PAYMENT (Line 6 fram orior Certificate s of the his/her knowledge, information and belief, the Work has progressed as indicated, the
8. CURRENT P AYEu‘IIENT D-Ul; : ) cuality of the Work is in accordance with the Contract Documents, and the Contractor is entitled
s R R DA T VT A e e o s $ to payment of the AMOUNT CERTIFIED.
9 BAI ANCF TO FINISH, PIL LIS RFTAINAGF 5
(Line 3 less Line ) AMOUNT CERTIFIED ... i $
CHANGE ORDER SUMNARY Attach explanation if anrount certified differs from the amount applied for. Tnitial all igures
Change Orders approvad in pravious ADCITIONS DEDUCTIONS on this Application and or the Continuation Sheet that are changed to conforn to the
months by Ownzr armoLint certified.
TOTAL
Fpproved this Month CONSTRUCTION MANAGER
Murmher DNale Approved By: Date:
ARCHITECT:
Dy Date:
TOTALE
PROJECT INSPECTOR
Net change by Changs Orders By: Date:
CAVFNER: This Certificate is not negotiable. The AMOUNT CERTIFIED is payable only to the Contractor
’ named herein. Issuance, payment and acceptance of payment are without prejudice to any
BYy: Date: rights of the Owner or Contractor under this Contract.
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AlA Document G702, APPLICATION AND CERTIFICATE FOR PAYMENT, containing APPLICATION NUMBER:
Contractor's signed Certification is attached. APPLICATION DATE:
In tabulations below, amounts are stated to the nearest dollar. PERIOD TO:
Use Column | on Contracts where variable retainage for line items may apply. ARCHITECTS PROJECT NO:
A B C D E F G H |
ITEM DESCRIPTION OF WORK SCHEDULED WORK COMPLETED MATERIALS TOTAL % BALANCE RETAINAGE
NO. VALUE FROM PREVIOUS| THIS PERIOD PRESENTLY |COMPLETED AND| (G+C) TO FINISH
APPLICATION STORED (NOT STORED TO (C-G)
(D+E) IND ORE) DATE (D+E+F)
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
AIA DOCUMENT G703 « APPLICATION AND CERTIFICATE FOR PAYMENT « MAY 1983 EDITION -« AIA - 1983
G703-1983

THE AMERICAN INSTITUTE OF ARCHITECTS, 1735 NEW YORK AVENUE, N.W., WASHINGTON, D.C. 20006
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