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SAMPLE
4+ DRUG-FREE WORKPLACE CERTIFICATE
i i i d 1998/99 Drug-Free
3 If you have previously submitted a signed and date

Wi)rkplace Certificate with any 1998/89 Los Angeles County SDA executed

contracts, just include a copy of this document with your submission.
-
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Pursuant to the State of California, Government Code, Section #8355 ff, the
CONTRACTOR hereby certifies that:

1. CONTRACTOR agrees to the incorporation of this Certification into the Welfare-to-
Work Contract and certifies that the CONTRACTOR will provide all participants and
employees a drug-free workplace, pursuant to Government Code Section #8355 ff
of the State of California, by doing all of the following:

a. Publishing a Statement notifying all employees that the unlawful
manufacture, distribution, dispensation, possession, or use of a controlled
substance is prohibited in the person's or organization's workpltace and
specifying the actions that will be taken against employees for violations of
the prohibition.

b. Establishing a drug awareness program to inform emplioyees about the
dangers of drugs and the types of help available to drug abusers.

2. CONTRACTOR further understands that, pursuant to the State of California,

Government Code Section #8355 ff, payments to CONTRACTOR under this
i Contract may be suspended and/or terminated if the COUNTY determines that any
— of the following has occurred:

a CONTRACTOR has made a false cedification under the STATE of
California, Government Code Section #8355 ff.

b. CONTRACTOR has violated the Certification by failing to carry out the
requirements of this Certification.

3. This Certification shall not be construed to require the CONTRACTOR to ensure
that other business with which it conducts normal business intercourse, also
provide drug-free workplaces.

SIGNATURE AGENCY NAME (TYPE)

SIGNATORY'S NAME (TYPE) DATE
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4 REVENUE DISCLOSURE
i.\_‘.
L—
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4+ COST ALLOCATION PLAN
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SAMPLE
- COST ALLOCATION PLAN (CAP)

L GENERAL INFORMATION
A. POLICY

This cost allocation plan is based on the guidelines and requirements of the Balanced Budget Act
of 1897, which established a new Walfare-to-Work (WtW) program under Title IV, Part A of the
‘Social Security Act regarding the allocation and categorization of costs.

The plan describes the methods used to collect, analyze, and distribute shared costs by the (insert

Agericy Name) for the WtW Program. The methodology and procedures described in the plan have
been developed in accordance with the Generally Accepted Accounting Principles and Regulations
applicable to WtW.

B.  APPLICABILITY

The cost allocation plan is applicabie to all grants and contracts entered into by the (insert agency
name here).

= (if applicable)
Costs associated with subcontractor expenditures are allocated by those organizations in
accordance with the same guidelines and principles aestablished by the WtW for all recipients and
subrecipients receiving Federal funds.

Il ORGANIZATIONAL STRUCTURE

The (insert agency name), a (type of organization, e.g., non-profit, local government), administers
employment and training services. This agency receives funding from the County of Los Angeles,
Community and Senior Services Department, for the administration of W{W programs.

For purposes of this cost allocation plan, (Agency Name) functions are categorized as follows:

A Admin;strative functions - the administrative functions listed below are those non-
programmatic functions which had been determined through review and analysis to benefit all
grants or contracts administered. The cost for which the benefit can specifically identified will be
directly charged to the benefitting grant, contract or category. Shared costs associated with
administrative functions will be allocated based on the burden of direct grant expenditures to total
direct grant expenditures for the period.

Executive - overall guidance, planning, management and supervision of agency operations

Fiscal - accounting, budgeting, financial planning, procurement and management
assessment

Monitoring - reviewing and analyzing program administration to assure compliance and
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performance

Management information Systems (MIS) - process of gathering and maintaining mandated
information for reporting, evaiuation, and follow-up of participants

Support - costs associated with clerical support to the above-identified functions

B. Programmatic Functions - The programmatic functions listed below are those that have been
determined through review and analysis to benefit either directly or indirectly WtW grant and
. contracts administered by (insert Agency Name)

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

Programs administered directly by (insert Agency Name)

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

1.  COST ALLOCATION:

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

Personnel Expenses
Wage/Benefits: Costs are distributed based on the percentage of staff hours dedicated to
performing duties and activities related to each of the WIW contract programs. Benefit costs
are distributed based on the percentage of staff hours dedicated in performing duties and
activities related to each WtW contract.

Equipment
Lease or Purchase: Costs are distributed based on usage of equipment to programs directly
benefitted. Under 20, CFR Part 645, computer hardware and software needed for tracking
and monitoring under a WtW grant shall not be charged to administration. Aiso, only costs of
information technology that is “year 2000 compliant” shall be allowable under WtW grants

Facility
Space rent: Costs are distributed based upon the amount of square footage allocated to
each program.

Utilities/Janitorial/Maintenance: Costs are distributed based upon actual program use and
expenditures to programs directly benefitted.

Dana 20N nf R
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Materials & supplies
Office Supplies/Program Supplies/Pastage & Mail Service: Costs are distributed baszd upon

ot the usage of supplies to programs directly benefitted.

Staff Travel
Travel: Costs are distributed based on the usage of agency vehicles and or personal

vehicles to programs directly benefitted,

Other Costs
Printing: Costs are distributed based upon the amount of printing and the program that
directly benefits.

Professional Services/Child Care/Other Support Services

Costs are distributed based upon use and actual Program expenditures to the program
directly benefitted.

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

The above plan applies to funds administered by (agency name) for the period of July 1, 1998
through June 30, 1999,

-
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< SECTION 504 ACCESSIBILITY SURVEY

Please use this Los Angeles County SDA survey form.

Complete all sections and include response comments in each section. .

If you have previously submitted a signed and dated 1998/99 Accessibility Survey with any
1998/99 Los Angeles County SDA executed contract, just include a copy of this document
with your submission.

oo e o
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