CITY OF LOS ANGELES

LILLIAN KAWASAKI CALIFORNIA COMMUNITY DEVELOPMENT
GENERAL MANAGER DEPARTMENT

215 W. 6TH STREET
Los ANGELES, CA 90014

JAMES K. HAHN
MAYOR

URGENT: IMMEDIATE
RESPONSE REQUIRED

DATE: NOV 2 8 2001

TO: Welfare-to-Work Agencies , / .
FROM: Ann Giagni, Director Mae K&%{Director

Workforce Development Division / Financial Management Division

SUBJECT: Welfare-to-Work Closeout Directive No. g2._22

Directive 01-63, issued October 9, 2001, provided instructions to all Welfare-to-Work
contractors with contracts terminating on or before December 31, 2001. This directive provides
necessary guidance for an efficient closeout of your contract.

POLICY AND PROCEDURES
1. Closeout Deadlines

* December 12, 2001 Closeout Expenditure Plan due
s December 31, 2001 End of WtW program services

» December 31, 2001 Last day of WtW actual expenditures. All WtW procured goods
and services must be received and invoiced.

= January 21, 2002 Last day for submission to FMD/CDD of closeout reports
(closeout #1), supporting documents and package for period
ending December 31, 2001.

» February 15, 2002 Last day for WtW closeout expenditure under contract
amendment

= March 15, 2002 Last day for submission to the City of final closeout reports
(closeout #2) and supporting documents for contract extension
ending February 15, 2002.

As stated in your contract (Section 601 B.2), contractors must, within twenty-one (21) days

" following the termination of the agreement, submit to the City, on forms provided by the City, a

' complete and accurate final close out invoice of allowable expenditures and remittance for all
under-expenditures as identified in the close out. A copy of the closeout invoice must also be
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submitted to the Workforce Development Division, c/o Linda Mims. Fiscal closeout report
forms, from the Financial Management Division, are enclosed. (Attachment I)

After the deadline has passed, the last invoice submitted by the contractor will be used to
close out the contract. There will be no extension of deadlines for submission of the final
closeout documents. Contractor’s expenditures will be limited to the last invoice submitted on
file with CDD.

2. Contract Amendment
Your Contract will be amended to incorporate the following:

» Contract time extension to February 15, 2002 for closeout purposes only

* Closeout # 1 requirements for period ending December 31, 2001 and Closeout #2
requirements for period ending February 15, 2002

e Allowable closeout costs

* Equipment

» Funding, by rollover of unexpended funds and/or additional funds if needed, for
closeout purposes based on expenditure projections and closeout expenditure plan.

= Requirements related to retention of all records

3.  Estimated Closeout Costs

Each contractor must submit a Closeout Expenditure Plan (Attachment 2) covering all WtW
related closeout costs. Based on our estimate of your expenditures through December 31, 2001
and the Closeout Expenditure Plan, we will determine funding for the period of the contract
extension. Expenses accrued through December 31, 2001 may not be included in the Closeout
Expenditure Plan. - Your assigned analyst will review and approve the estimated Closeout
Expenditure Plan. The resulting approved expenditure plan will be used as the basis for payment
of the actual final closeout invoice.

As detailed below, the Closeout Expenditure Plan may include, but is not limited to, the
following:

Prepaid “records” storage for 3 years after closeout

Self-insurance funds for claims submitted during the closeout period

Salary and staff benefit costs

Unemployment Insurance costs

Salaries and Wages for six weeks of accounting, MIS and inventory closeout
expenses, fringe benefits

Other (supplies, etc)
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4. Staff Benefit Costs

Staff leave costs (vacation, sick, etc.) must be treated in accordance with contractor’s existing
written personnel policies and procedures. The two most prevalent leave systems are:
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