PIERCE’S DISEASE CONTROL PROGRAM


PROCEDURES/GUIDELINES FOR PREPARING WORKPLAN

The following information is provided to the counties to assist them with the preparation of their workplans and to set forth the guidelines and procedures required for the agreement process.

AGREEMENT PROCESS

Upon receipt of the workplan from the county, an internal administrative and program review of the workplan will be completed by the Pierce’s Disease Control Program (PDCP).  Any issues/concerns found during the internal review will be brought to the attention of the county.  When mutual agreement is achieved, the workplan will be forwarded to the CDFA Office of Grants Administration (OGA) for processing.  The OGA will route the agreement to the county with instructions for completion.  The County should return the agreement as soon as possible so as not to delay program activities and payment to the counties.  Invoices cannot be paid until all parties to the agreement have signed it and an official agreement is in place. 
AUDIT INFORMATION

It is planned that the CDFA Audit Office will audit at least five (5) counties per year.  The county will be notified by the Audit Office via an Engagement Letter approximately one month prior to the actual date of the audit.  The Engagement Letter will identify the objectives of the audit and the county records necessary to perform the audit.  The audit will focus on compliance with the terms and conditions of the agreement and records in support of invoices.

It is recommended that counties maintain PDCP records separate from other records and have them easily accessible to the auditor.

BUDGET AND ANNUAL ACTIVITY REPORT

The Budget Plan and Annual Activity Report shall be submitted in the format shown in the templates.  The budget should clearly distinguish between survey/inspection activities versus regulatory/treatment activities.  Only budget for activities that are expected to occur based on prior year experience and activities.  For example, do not budget for treatment activities if none are currently planned in your county.  If the situation later changes, you may request to amend your workplan. A separate Budget Plan should be submitted for each fiscal year.  
Survey activities are defined as:  Trapping and visual inspections in residential neighborhoods, croplands, and nurseries, and inspections of nursery stock shipments at origin and destination.  Also, follow-up trapping and inspections conducted after regulatory and treatment action are taken, are considered survey activities.

Regulatory/treatment activities are defined as:  Actions taken after survey and delimitation activities have confirmed that an infestation is present in an area.

The components of each section of the budget plan should include the following, if applicable to your program:

Personnel Services

Permanent and Temporary Classifications - This must display each employee classification and/or classifications that may be used, estimated actual hourly salary rate, number of hours to be worked, and total estimated cost.  The county should consider estimated salary increases that may occur during the agreement period.  The county should include all possible classifications that may be needed to carry out program activities.  This will ensure that audit standards are met.  
Staff Benefits – Indicate the percentage charged for estimated actual permanent and temporary staff, separately. 
Overtime – Estimate hours/cost for the program.

Include the following footnote on the Budget sheet: *Subject to change due to salary increases, available work force, labor contract changes, program modifications, etc.

Contracted Employees

In addition to local agency employees, contracted employees (CASS, for example) can also be utilized to conduct PDCP activities.  However, any contracted employees need to be listed separately from agency staff.  Also, contracted employee salary and benefits cannot be factored in as part of the indirect billing for personnel services.
Operating Expenses – Please provide a detailed explanation of these expenses.

General Expense/Supplies – Costs associated with general office and field supplies.  

Postage – Costs associated with mailing PDCP information.

Vehicle Expense – Costs associated with vehicle usage. Include the following footnote on the Budget sheet:  **Subject to change due to federal mileage rate changes.  
Communications – Costs associated with telephone, cell phone, etc.

Travel – Costs associated with travel, including per diem, airfare, car rental, etc. Travel is only reimbursable if CDFA has requested/approved the travel.
Treatment Costs – Costs associated with treatment costs.

Other – Additional budget line items may be added to meet county program needs.  

Indirect Cost – Up to 25% of Personnel Services (includes salaries and staff benefits).

INVOICE REQUIREMENTS

Invoices should be submitted on a monthly basis but no later than 60 days after the end of the month.  The invoice format should be consistent with your budget, reflect actual expenditures for PDCP activities, and in the format provided in the template.  Employee salaries must be itemized at an hourly rate, not a salary range; this applies to all employees.  This will ensure swift review, processing, and payment of the county invoices.  Note:  The invoice cannot be approved for payment until the monthly report on the website is completed.  The hours reported on the monthly report and the invoice must be the same.  

ALLOWABLE COSTS
All costs must be associated with the PDCP.
Personnel Services

Permanent and Temporary Staff - Costs associated with actual salaries.  Agricultural Commissioner time is not an allowable charge except where the Agricultural Commissioner is the only supervisor in the department. 
Staff Benefits – Actual staff benefits charged to the county for employees working on the PDCP program.

Overtime – Overtime costs associated with the program.

Operating Expenses

General Expense – Display costs associated with general office and field supplies.

Postage – Display costs associated with mailing PDCP materials.

Communications – Display costs associated with telephone/communication usage.

Vehicle Expense – Display costs associated with vehicle usage.  All costs must be specifically displayed (for example, number of miles times appropriate rate).

Lease – up to $400 per month.  The least expensive method should be used to secure a vehicle.

Mileage – Subject to change due to federal mileage rate change; effective   

January 1, 2016, the rates are:


County Vehicle – up to $.54 per mile


State or Federal Vehicle – up to $.285 per mile
Travel – Display costs associated with travel (per diem, airfare, car rental, etc.).  Travel is only reimbursable if CDFA has requested/approved the travel.
Treatment – Display costs associated with treatment activities (treatment area, pest control operator charges, etc.)

Indirect Cost – 25% or less of personnel services subject to departmental review.
Other – Specifically detail costs not otherwise addressed above.

MONTHLY ACTIVITY REPORTS

The Monthly Activity Report must be completed on a monthly basis.  It is located at https://secure.cdfa.ca.gov/egov/crs/login.aspx?ReturnUrl=%2fegov%2fcrs%2fDefault.aspx.  (The Reports are also available from the PDCP’s webpage – http://www.cdfa.ca.gov/pdcp.  

Click on County Users under the Program Resources heading on the left side of the page.)  This report will be reviewed for consistency with your workplan, budget, and invoices and will be required before invoices can be processed for payment.  The hours reported on the monthly report and the invoice hours must be the same.  Some fields correspond in terms of numbers in service, number of properties, numbers inspected, and hours to inspect for a given reporting period.  Please ensure that if data are entered in one column, all of the corresponding columns reflect entries as well. For example, in a given month, if there are urban/residential traps in service (A13), there should be a number of properties with traps (A14), numbers of traps inspected for the month (A15), and trap inspection hours (A16).
If no reportable hours occur in a given month, it is not necessary to complete a monthly report.  
A copy of the Monthly Activity Report and accompanying instructions is included in the workplan package. 
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