Welcome !

H HH
department of

neighborhood
empowerment

LOS ANGELE

Neighborhood Council
Funding Orientation



Program Coordinator

Milena Albert — (213) 473-5115




PUurpose of FLUnding

General Operation of Neighborhood Council

Community Improvements




Funding: $50,000 annually

Allocated: $12,500 quarterly

($ 6,250 uploaded into commercial
prepaid card)

**NOTE: A Neighborhood Council can request more than $12,500 per quarter only by
documenting the need for more funds in that particular quarter, and by approval of the
General Manager of DONE.



$ State $ City General Fund $ City Taxes $

DONE

85 Disbursements — 8.7 million

(Budget: $50,000 every Fiscal Year + Rollover )

City Account

Demand Warrants via funding requests

(max $6,250)

Card
< $1,000 Per Purchase

Reconciliations to < $500 per month

DONE
Petty Cash



NC Approved Budget
Documentation of Funding Decision
Request for Neighborhood Council Funding

Letter of Acknowledgement
Confidential Cardholder Account Application

Commercial Prepaid Card Agreement of Responsibilities



[Enter Neighborhood Council Here] BUDGET

i Annual Total Ii

[Enter Budget Fiscal Period Here]

‘[ Community Mee
eiities T




EXAMPLES:

*Meeting Minutes

Board Resolution

SAMPLE #1

[NC LOGO/LETTERHBAD]

“SAMPLE NAME” NEIGHBORHOOD COUNCIL

AMPLE”
BOARD RESOLUTION

[DATE]
The [NAME] Neighborhood Council has voted, approved, and adopted the propy
budget for the period [quarter/annual time period] in accordance with the Neighbort

Council bylaws and within the guidelines sct forth by the City of Los Angeles an
Department of Neighborhood Empowerment.

Signed,

John Doe Jane Smith
Treasurer President

SAMPLE #2

“SAMPLE NAME” NEIGHBORHOOD COUNCIL
Stakeholders’ Meeting
[DATE]
[TIME]
MINUTES
Call to Order:
Rall Call:

Minutes of Previous Meeting:

Officers” Reports:
Treasurer — (Budget proposal, discussion, and vote)

Committee Reports:
Special Reports:
Old Business:

New Business:
Public Comment:
Announcements:
Adjournment

Minutes prepared by: John Doe
[NC Board Title]




Two Authorized
Signatures

Required Document

NEIGHBORHOOD COUNCIL
FUNDING PROGRAM

REQUEST FOR NEIGHBORHOOD
empowerment CouNciL FUNDING

LOSANGELES

334-B E. 2" Street Fax: (213) 485-4608

IL\?I'S'I' /:\lr_\gs{?;b(mggggemm E-mail: ncfunding@mailbox.laci
(866) el Website: www.lacityneighborhoods.com

Supporting documents required for all funding requests, such as original receipts, invoices, copies of accounting records, or
description/cost of items and services requested and/or purchased, may be delivered to DONE at the address listed above. All
funding requests, including the first request, must be accompanied by written evidence (such as meeting minutes or voting
results) that the specific use of the funds has been agreed upon through a decision made as an official action of the Governing
Body of the Neighborhood Council.

Date of Request: Total Amount of Request: $ :

Name of Neighborhood Council:

REQUIREMENTS
Funding Program Enroliment/Initial Request Subsequent Funding Request

A. Completion of DONE Orri i i A Submlssmn of all dacumentatlon of previous quarter spending
in the Funding Program by NC Treasurer and 2"d Slgnatory ing original pts, pay records, bank statements,
etc.

B. The following six (6) documents must be submitted:
1. Letter of Acknowledgement B. Completion and approval of DONE audit.
2.C ial Cardholder Account A
3. Commercial Prepaid Card Agreement of Responslbllmes C.Revised budget (if applicable)
4. Request for Neighborhood Council Funding Form
5. Proposed Work Plan/Budget D.Doc ion of Board app | of revised budget (if
6. Documentation of Funding Decision by NC Board applicable)

DECLARATION
The undersigned do hereby declare that, as a result of an official action of the Governing Body of the Neighborhood Councit
named above: (1) they are authorized to make this request for City funding, (2) this funding request is exclusively intended for
the Neighborhood Council named above, and (3) all reasonable precautions shall be exercised by the undersigned to safeguard
and account for use of the funds, including use of the Commercial Prepaid Card. Note: The names and signatures of the
hbarhood Council Treasurer and Second Signatory are required.

Second Signatory:
(Print Name) N (Print Name)

Signature: Signature:

Phone: Phone:

(BELOW THIS LINE FOR DONE USE)

Previous Balance Previous Balance Card  Previous Balance Check

Approval Date

Approved Amt Card Load Amt Check Encumbrance Amt

Approval Date

New Balance New Balance Card New Balance Check
REV100404




CITY OF LOS ANGELES R

BOARD OF NEIGHBORHOOD
COMMISSIONERS

RONALD STONE
PRESIDENT

JIMMIE WOODS GRAY
ICE-PRESIDENT

BILL GHRISTOPHER
PAT HERRERA DURAN
MARY LOUISE LONGORIA
TONY LUGENTE

DAVID TRUJLLG

1
NE

PROGRAM SUMMARY

This letter will serve as evidence of an
Department of Neighborhood Empower:
Gity funding for expenses and activities
election of a Govemning Body, is eligil
operating expenses, primarily through
herein also referred to as (‘the Card”). T
use of the funds are provided below.

Neighborhood Councils, after becoming
including a Treasurer, to represent the ir
asked to attend a fraining and orientatiol
developed and coordinated by the Depal
of the Neighborhood Council, as well z
Acknowledgment. In addition, the Trea:
Administrator, which is required in orde:
Council's individual funding account. Ap
will personally receive a plastic card,
embassed on the card. This card is call
routine Neighborhood Council needs, H¢
of payment, the City Controller has deve
in most cases, a printed check ("demand
of the check raquest by DONE

Neighborhood Gouncils will be eligible t
quarter with permission of the General
Neighborhood Council by two methods:
with a “pre-loaded” dollar amount attache
funds will be divided equally for use thro
Program develops, the percentage of fur
In addition, a petty cash syster, allowing
during the training session, will be availal
amounts of cash are needed to take car¢
per every 30 calendar days ta be withdre
Card with a confidential PIN.

Use of the Commercial Prepaid Card is ¢
viewing of expenses incurred, balances r
may fesult in cost savings to the Ne
improvement activities. The Department
Citywide System of Neighborhoed Counc

REQUESTING FUNDS

Upon receipt by DONE of a written fun
quarterly maximum installment of $12,50
be Ioaded for the NC by the City into the
of the requested allocation, in an accoun
make a purchase. The NG should norma
Prepaid Card. Neighborhood Councils

Funding” form (“Funding Request Form™)
485-4608 or by e-mail to: ncfunding@mai

CALIFOI DEPARTMENT OF
NEIGHBORHOOD EMPOWERMENT
3348 € Sacond Stost
L33 AnGEL S, CA BTz
TELEPHONE: (213) 485.1260
oL PRat: (et AT
il
E-MAIL: nefunding@imailbox (acity org
GREG NELSON
Jids
JAMES K. HAHN FAL MANACER

LETTER OF ACKNOWLEDGMENT / NEIGHBORHOOD COUNCIL FUNRING PROGRAM

DECLARATION

The undersigned do hereby declare thal, as a result of an official action of the Governing Bady of the Neighborhood Council
named below: (1) they are authorized to request City funding to support NC general aperations, (2) all items or services
described or included in any related funding requests are exclusively intended to further the goals and objectives of the
Neighborhood Council, and (3) that all reasonable precautions shall be exercised by the undersigned to fully safeguard, control
and account for all use of the funds. Proper accountability of all City funds is critical to the success of the NC Funding Program.

THEREFORE, by the signature(s) below, and on behalf of the Neighborhood Council named below, WE HEREBY AGREE 1o
the terms and conditions as set forth in this Letter of Acknowledgment and all related documents as provided by the City, agree
to expend funds in accordance with any applicable City rules, policies or procedures, and specifically agree to expend monies
received by DONE solely for public purposes relating to the goals and purposes of the Neighborhood Gouncil named below,
consistent with the scope and authority under the City Charter, the Ptan for a Citywide System of Neighborhood Councils and
any implementing ordinances. We have attended and participated in the City-provided training refated to the Funding Program.
WE FURTHER ACKNOWLEDGE and WE AGREE to comply with any requirements regarding use of the Commercial Prepaid
Card, including appropriate use and petty cash withdrawals. WE AGREE to use all reasonable methods to secure any Personal
Identification Numbers (PIN) issued in order o use the Card. We will provide NC financial reports and supporting documentation
to DONE as requested and agree that DONE and other City representatives may make on-site visits to inspect and review all
NC financial records, upon providing reasonable advance notice to the NG Treasurer or designated representative:

A NEW LETTER OF ACKNOWLEDGMENT MUST BE FILED iF THERE IS ANY CHANGE OF PERSONS WHO ARE
AUTHORIZED TO APPROVE EXPENSES OR TO REQUEST FUNDING.

NEIGHBORHOOD COUNCIL NAME: DATE:

Neighborhood Council Authorized Representative Names and Signatures (minimum of two)

(1) SIGNATURE OF TREASURER (2) SIGNATURE OF SECOND SIGNATORY

{1) PRINT NAME OF TREASURER (2) PRINT NAME OF SECOND SIGNATORY

-_—
Questions? Contact the DONE Funding Program toll-free at (866) LA HELPS.

REV051304

LARATION
Page 3

Treasurer
Signature

Second Authorized
Signatory



- CONFIDENTIAL

Nﬁg&e‘borhood Council Commercial Prepaid Card Cardholder

? deparimentof® Account Application Form
feighborhood
empowerment Upon completion of Neighborhood Council Funding Program training session, deliver

this completed Application and signed Letter of Acknowledgement to:
IZINGW DEPARTMENT OF NEIGHBORHOOD EMPOWERMENT, C/O NC

FUNDING/STORED VALUE CARD ADMINISTRATOR.
[:IChange (Complete fields to be changed only)
[[Jpeleterclose

Cardholder Account #

Card Line 1: Nelghborhood Council Name*
(19 imum)

Date of Birth *:

Treasurer Address* Home Phone *(

Work Phone: (

City * Los Angeles State* CA Zip Code *

E-mail address *

(Fov DONE Program Admindstrator Use Oy

Treasurer to
Complete

Top Section Only

Aguount Number

Commercial Prepaid Card

FORM DONE FP 149 REV 121702




department of

meighborhoocd

emprowerment

LOTANGELES

NEIGHBORHOOD COUNCIL FUNDING PROGRAM
COMMERCIAL PREPAID CARD AGREEMENT OF RESPONSIBILITIES

This document outlines the responsibilities that |, as Treasurer of the Neighborhood Council named below, have as primary
custodial holder of a City of Los Angeles Neighborhood Council (NC) Commercial Prepaid Card (formerly known as the “Stored

. Value Card”) and also referred to herein as (“the Card").

My signature indicates that | have read and understand these

responsibilities, and further, that | agree to adhere to the guidelines established by the Department of Neighborhood
Empowerment (DONE) and approved by the City Controller for use of City funding related to the NC Funding Program.

| agree to the following regarding use of the Commercial Prepaid Card on behalf of the Neighborhood Council named below:

1.

| understand that the City of Los Angeles
Neighborhood Council Commercial Prepaid Card is
intended to facilitate the purchase and payment of
materials required for the conduct of official
Neighborhood Counci! business only.

1 understand that under no circumstances will | use the
Card to make personal purchases, either for myself or
for others. The Card is issued in the name of the
Neighborhood Council and | serve as the Card
custodian.

Uses of the Card .not authorized By DONE can be
considered misappropriation of City funds. This could
result in (a) immediate and irrevocable forfeiture of the
Card, and/or (b) potential de-certification action. |
understand that the Card must be surrendered upon
termination of my official position. with the
Neighborhood Council to which the card is issued. |
agree to maintain the Card with appropriate security
whenever and wherever 1 or any other authorized
person may use the Card. If the Card is stolen or lost,
| agree to immediately notify DONE.

| understand that since the Card is the property of
Bank of America and authorized for issue by the City
of Los Angeles, | am required to comply with internal
control procedures designed to protect City assets.
This may include being asked to produce the Card to
validate its existence and account number and
produce receipts and statements to audit its use.

I understand that | will have access to a statement via
the Internet. | understand that | am required to obtain
a copy of the cash register receipt or packing slip and
keep it until | perform my monthly reconciliation and
verify the receipt(s) to the online statement. | will print

Neighborhood Council Treasurer Name (Printed)

Neighborhood Council Treasurer Name (Signed)

Date Signed

NEIGHBORHOOD COUNCIL NAME:

and sign the online statement and have it approved by
a second authorized individual before forwarding my
documentation to DONE.

| understand that all transactions on the Card will
reduce the prepaid value that has been provided by
the City of Los Angeles. | understand that the Bank
will not accept any value load from me directly.
Therefore, any transactions on the prepaid card that
are personal will be deducted from the City of Los
Angeles and will be considered misappropriation of
funds.

| agree to make only those purchases consistent with
the type of purchases authorized by DONE.

| understand that the Card is not provided to all
Neighborhood Council Governing Body or Board
members. Assignment of the Commercial Prepaid

Card is based on the understanding that | need to

purchase materials required for the conduct of
Neighborhood Council business. | understand that
custodial possession of the Card is not an entitlement
nor reflective of title or position.

| have signed and received a copy of the Letter of
Acknowledgement regarding the Neighborhood
Council Funding Program, have attended and
completed the training regarding the Program and the
Card, and | understand the requirements and
limitations regarding the Card’s use.

. 1 agree that should | willfully violate the terms of this

Agreement and use the Card for personal use or gain,
that | will reimburse the City of Los Angeles for all
incurred charges and any fees related to the collection
of those charges.

Second Authgsae®Reviewer] Name (Printed)

Second Authorized [Reviewer] Name (Signed)

Date Signed

REV 111203

Treasurer
Signature

Second Authorized
Signatory




Complete Demand Warrant Form

Approved amounts depend on current
balance of funds

Demand must be for budgeted expenditure

Request requires backup documentation



- Petty Cash (Withdrawn from CPC)




$1,000 limit per transaction

No split transactions

$500 limit ATM withdrawal for petty cash; 1
transaction every 30 calendar days

Accessing account online: www.mysvcard.com

Merchant Category Codes (MCC)



(City Check and Funds Transfer
Request)

f@uh .

neight borhood DEMAND WARRANT

NEIGHBORHOOD COUNCIL FUNDING PROGRAM — REQUEST FOR NEIGHBORHOOD Counci PAPER CHECK
3M-BE Street, Los Angeles, CA 80012, (886 LA HELPS Website
Mail or submit this request via: Fax: (213) 4854608 o E-mail. ncfundingBmailbox lacity org; ATTN: FUNDING PROGRAM

Date of Check Request Amcunt of Check Request

If the requested check is for an amount of $5,000 or higher, the Treasurer and Second Signatory sbgung bdow declare
that the expenditure recel ved Board approval in a public meeting held on

Name of Neighborhood Council

Budget Categoryftem:
The City Council approved the Neighborhood Council Funding Program with the understanding that the City funds ressrved for
the ongum would be used by Neighborhood Councils for three purposes: (1) operating expenses. (2) outreach and
communication, and (3) neighberhood improvement projects.  Please check the corresponding box below that applies to this
funding request. If the “MNeighborhood Improverment Project” box is checked please provide a description of the proposed
progect lnﬁhp‘ln o |l will ;:«wnn a clearly visible benefit 1o your community

o Operati

=] Mbﬂ\bommd Improvement Project

O Outreach

Lsin beda andise #iLach bddtienl suppertng infarm ation)

0 check payabie to
Vendor Address

Mailing Address:

A: Check One B: For a corporation, individual, sole propristor, o parinership gubmil il a
cequired applicable documents
3 Firstsme regquest ror Original Inveice Chack haes if this
this vendor, Business Tax Registration Certificate Number (BTRC) 15 8 reguest for
|f(wrm|.r£m“-|:r-r‘-si-) Employer idertific stion Number [EIN) or Socisd Security Mmr{ssuj reimbursement of
RS Form Wé NC Board mamber.

- - « Submit Original

o N s e v o — — — — receipt(s)

Requered documents

&n file with DONE L S P

(STOP, xign Declaration)
+ EW

The undersigned do hersby deciare thal. as a resul of an official action of the Governing Body of the Neighborood Councl
above: (1) hey are suthorized 1o make | . (2) this funding request is exclusively infended foll the
MNeighborhood Councll named above. (1) all reasonable precautions shall be

by
for use of the funds, and 4) the amourt of Ihe check requesied will be deducted from the total avallable balance in my Neighbo -
Council Funding Program accound. Issuing the check may also resull in @ reduced balance available in the Commercial Prepaid
Note: The names and signatures of the Neighborhood Council Treazurer and Second Signatory are required.

Treasurer Second Signatory:

e Signatories

Phone Phone
(BELOW THIS LINE FOR DONE UISE)




Up to $500 withdrawal every 30
calendar days. Only 1 transaction.

Original receipts

Treasurer to create sign out
procedure



Submitted and reconciled quarterly

One quarter “grace” period for funding requests
ORIGINAL receipts

Reconciliations (Card account and Petty Cash)

Bank statements

All other supporting documentation



_ CITY OF LOS ANGELES - NEIGHEORHOOD COUNCIL FUNDING PROGRAM IF@
QUARTERLY re ILIATION FORM P
atien CHROMOLOGICALLY. MFEIILW“IMEPTSII]WIIEIS; d

O | WWsASuweA PHORG UGS

(BT Tt | rmowscenon ———— [ ]

EIGHBDRHCVDCI COUNCIL NAME:

(71| v veritd Ut puschases. [he berma, Syted are [or Nesghborhond Caunc Uns 0oty The Bers. e Secess
o Bhaiphborid cncl sne ascd e been par Chaned Is campliance with the poici snd procedaren of the
rrert ol Namghtes st Ergomer et

CITY OF LOS ANGELES - HEIGHBORH COUNCIL FUNDING PROGRAM
QUARTERLY Reconciiamon Fomm

ard Account sumber

TREASURER PHONE NUMBER REASURER E-MAIL

1T Rawe i leeas punchasiens T Rarrs Tated b Tor RASGDGAI0a Councl Lsd arly, T Rea B Recessiry
e tor Neighbornood Conncil e and barve been purchaned m complance with the polcoes and procedures of the

hood Council Treasurer




Commercial Prepaid Card Handbook

depaﬂmem
eighborhood
empowerment

LOS ANGELES

(FORMERLY THE “STORED VALUE CARD”)




Neighborhood Council

m"" Funding Program
hbu d COMMERCIAL PREPAID CARD SYSTEM

arnpowatmenl
ACCEPTABLE PURCHASE CATEGORIE:

The Commercal Prepasd vas de 1 B wemenl way 1o oblan
ams andion services sbroncd fou NGI(IlI[N whood Counal oparations. The ) aly d o Pl a wida
purchases and indudes valuable information provided 1o the Department o ghborhc Empowerment by

Coundils noed changes Tain fens roquing o d § ) Cling
purchased in reasonable amounts for Nekghborhe ‘ounal business by § att 2 i Hake Sure @ r
oblaned lrom the gas stabion. Forward the onginal receipt 1o the Department with your othar recepls for audil purpx

I you have any quesbions regarding any of the lems on the s, pleasa oonlact the Funding Program al (8

BUSINESS SERVICES

Automobile Parkin

Employment Agenc
R Computer Penpheral Equipment,

aftware

Softwar

-
-
-
.

Tool Rental
COMMUNICATIONS SERVICES
Telecommumcation Equipment

:sumlv Warﬂlo
FINANGIAL SERVICES E nd Garden Supply

« Automated Cash
PROFESSIONAL SERVICES = alld F_’hf-'-lf'cnm
s and Supplies

| and Fratemal
Merchandise Stores

s, Pnting

1 Aur and Ground
Freight Forwarder

. ﬂmall liance Repair Shops
Aor ‘ = i Truck and Utiity Traller Rental

RETAIL SERVICES

"NOTE: Requires approval in advance from the Department of Neighborhood Empowerment

E:iFinal Funding GNPl 042605\Attachmt A Acceplable Purchase List 042605 doc




AR

Neighborhood Council
I'IB Ighbo Funding Program
empoweme“t UNACCEPTABLE PURCHASE

UNACCEPTABLE PURCHASE CATEGORIES AND ITEMS

Any purchases made without the authorization of the Neighborhood Council governing body, and any
purchases that are not identilied by category in the approved budget or spending plan of the Neighborhood
Councll

Transactions completed without obtaining an original invoice, receipt, written quote, or written estimate
All costs or expenses incurred prior to the date of enroliment in the Funding Program

Renting or leasing of office space without prior approval of the Department (Thus s a confracting
fequires adherence fo specific guideine:

Long-term contract in excess of 12 months or one full funding cycle withou! m:pmwl of the General Manager and
City Afforney (conf: require adhenence 10 spe Hdelines bocay

Gifts, grants, and donations of money or goods to individuals or groups without a clearly identified and
tangible benefit to the Neighborhood Council, and without a receipt from the recipient individuals or groups.
(Stale law profubds put i

more irformaton)

Controllgr mus! appiow
ood Empowerment must

Alcohol, tobacco, firearms, and adult entertainment products (fn

Funding to third party individuals or groups without either an approvod contract fnr goods or services or a
raceipl from a \rend.n! for goods or services received (77
K g

Hiring staff or securing the services of temporary employees, except through an approved contract between
the Department and PDQ Temporary S«lnri:u inc., a City-approved temporary employment agency (This 5 &
contract that requires adherence fo specific guideines)

Retaining janitorial, custodial, security, or any other profes |onal services without an approved contract for
services (This is e that requires adherence fo

Supporting or opposing ballot measures or candidates, filing lawsuits against the City or City agency, filing
appeals against any discretionary decisions made by any City agency, political forums or debates, unless
foliowing City Attorney guidelines

Attachmt B Unaccptble Purchases 042805 DOC




NEIGHBORHOOD COUNCIL FUNDING PROGRAM
Accountabllity & Technical Assistance Policy

The following information details the Department of Neighborhood Empowerment's general guidelines for
Neighborhood Councils with respect fo Funding Program accountability. NOTE: The General Manager
reserves the right to immediately implement any o! the six sm described .bek.-w and without nsoessanry
engaging in the order Fsted baiow i the the fi il or other ial risk fo
the City warrants such aclion.

Three-Element Control System

The Department of Meighborhood Empowerment may monitor Neighborhood Council purchases and
uses of City fund through several types of review!

1) On-Line Review

Funding Program employees perform online review of Commercial Prepaid Card/City check use.
Information reviewed includes the date, vendor, and dollar amounts of each transaction. Staff will review
for inappropriate vendors, large purchases, and “waming signs” such as muliple purchases at a single
vendor on the same day, atc.

2) On-Site Monitoring

Department of Neighborhood Empowerment ztaff will conduct on-site reviews of Neighborhood Cauncil
records and receipts to verify vendors, fransactions, and fiscal confrols,

3) Quarterly Audit

Funding Program staff will conduct a formal review of all records and receipts prior to release of
additional funds.

Preventing Problems

If Meighborhood Councils are unsure whether a certain expense is unacceptable, they should seek
clarification from the Department of Meighborhood Empowerment before the transaction is completed.
The Department wants to assist Neighborhwood Councils in order to avoid making mistakes. Making a
mistake by making a purchase without asking the Department about the consequences can create a
prablem, The Department reviews all transactions for acceptability within the expenditure guidelines.
Should an unacceptable purchase occur, the Department reserves the right to raise the issue of
unacceptable purchases with, at a minimum, the freasurer of the Meighborhood Councll, and to initiate
carrective action as the Department determings to be appropriate.

FUNDING PROGRAM SUGGESTION #1: If unsure, ASK FIRST.

Consequences

If a Meighborhood Council makes a purchase with City funds that the Department of Neighborhood
Empowerment determines to be an unacceptable purchase, the Departmeant will issue a written waming
that: identifies the unacceptable purchase or transaction; provides the reason why the transaction is
unacceptable; and, depending on the type of transaction, explains the remedy or corrective action that
the Department will take.

include: refusing to reimburse the Neighborhood Council for the
ezt to the Neighborhood Council without processing; suspending
Epaid Card, reducing the amount of funding available to the
ual to the amount of the unacceptable purchase; or, initiating any

ms with Meighborhood Councils is much more flaxible than the
departments,

o steps to correct inappropriate or unacceptable Meighborhood

the Meighborhood Council treasurer, the “+1° second financial
puncil board, at the discration of the General Manager, when the
cial roles, responsibiliies, and proper accounting controls and
wncil need to be strengthened, If the treasurer or other person
al training, the Department may suspend all access to funds until
or unfil a new treasurer, etc., is installed for the Neighborhood

are determined by the Department to continue to be insufficient
oard may be required by the Department to formally develop and
an o address concerns identified by the Department within 60

the Department. Failure to do so by the Neighborhood Council
ding all access to funds until the Neighborhood Council has

lepartment makes a determination that the financial deficlencies

the City, and that the correcive action is warranted. Formal
comective measure, and will be implemented before the total
Bl's direct management of their City funding. Failure to comply
by the Department, may result in the Department suspending all
aghirorhood Council until Step 4, below, is implemented by the

tal mismanagement within the MNeighborhood Council, and the
address it, are so serious and severs that the MNeighborhood
e a liability to the Neighborhood Council and the City, the
ut further action revoke all funding access and will assume direct
@ Neighborhood Council stakeholders for, until a subsequent

of a new board, and until a new series of funding
tible Neighborhood Council individuals,

lor a reasonable Meighborhood Council budget is
ood Council board systematically refuses or is
intervention by the Department is required, the
n to the Board of Neighborhood Commissioners,

s) are alleged to be criminal in nature, the matter
ency.

es the six-step process described above never
Council have charged the Department with the
to the Neighborhood Council Funding Program,
Therefors, the Department aclively attempts to
confrolling the funds, using the funds, maintaining
inappropriate purchases.

: Irunsure, ASK FIRST.
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Questions Regarding Neighborhood Councils

Funding Program (FAQ)
ANNUAL FUNDING
How much can we receive?
Upon enrolliment in the Funding Program, your Neighborhood Council (NC) will
be eligible to receive up to $50,000 per fiscal year, which gets deposited into one
city account After that Treasurers can ask for city checks to be issued to
vendors ("demand warrants"), or payments to be issued to other departments

(“transfers”), or for uploads to the Bank of America commercial prepaid card.

Your initial funding period will commence the quarter of the fiscal year in which
the NC is enrolled.

(Revised: 02/09/06)

Do we have to request $ 50,000 per year?

Ne, if through the budgeting process your NC decides that you need less money,
you can request that lesser amount. [f funding needs change later, your NC will
have to submit an approved request for additional funding.

(Revised: 02/09/06)

What if we spend our quarterly commercial prepaid card funds before the
end of the quarter and need more funds?

You can submit a request for additional funds. Please note that it would be more
efficient for your NC and our Department, if you submit a single request for the
funds to cover the shortfall of the present quarter and the needed amount for the
following quarter.

(Revised: 02/09/06)




Thank You !

Funding Program
334-B E. 2N\D St.

Los Angeles, CA 90012
Phone: Toll free 3-1-1 Fax: (213) 485-4608

Email: done.funding@lacity.org

www.lacityneighborhoods.com

(All forms located under “Funding”)
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Introduction:

Summer of 2002 was a very exciting time for the Department of Neighborhood
Empowerment and civic activists throughout the City of Los Angeles. It was the
time when the Funding Program proposed by our department was finally
approved and all certified Neighborhood Councils became eligible to receive up

to $50,000 per fiscal year.

Basic rules were set as follows:

The initial funding period is set to commence the quarter of the fiscal year in

which the Neighborhood Council is enrolled.- g

The annual grant of $50,000 is not set as an absolute sum. If through the
budgeting process your Neighborhood Council decided that they need less
money, they can request that lesser amount. If fundiﬁg needs change later,
Néighborhdod Council has to submit an approved request for additional funding.
All requests for additional funding have to be approved by Néighborhood Council
board and submitted to the Funding Program Department or the assigned

Advocate.

Any major changes to the budget should be approved by the Neighborhood -
Council Board and submitted to our department. The board may choose to
request 'tf.lat its Executive Committee or Budget Committee evaluate and submit
the changes, however, the board should give the final approval and then submit

its resolution to our department.

At present Funding Program funding is the sole source of revenue for the
Neighborhood Councils. As for donations, at this time a Neighborhood Council |
can only receive them if the donation has been formally accepted in a motion on
its behalf by the City Council. Please contact your Advocate for more information

regarding this process. .



Per many public requests our department has been making strides towards
opening up accessibility to other forms of revenues. Currently, an ordinance is in
the process of being finalized by the office of the City Attorney that would allow
Neighborhood Councils to officially accept most donations of funds, supplies,
food, etc. without the City Council's approval. The best way to keep track of the
orogress of the dohations ordinance is to check our home page at

www.LACityNeighborhoods.com.

- Funding: $50,000 annually

~ Allocated: $12,500 quarterly

(8 6,250 uploaded inta commercial prepaid
card)

**NOTE: A Neighborkood Council can requeést more than 512,500 per quarter only by documenting
the need for more funds in that particular quarter, and by approval of the General Manager of
. DONE.



Purpose of Funding:

As our department recognized the need for Neighborhood Councils to have access to
funding, the initial purpose for the funding was to provide resources for start up and
operational costs. As the needs of the councils grew, additional purposes serving
community improvement were identified. The goal of our department is to empower
communities to take charge of their neighborhoods, to be aware of their local issues and

problems, and to reach out to fellow residents to form strong ties.
Based on the above we have identified three categories for funding expenditures:

1. Operational Costs, which include rent, temporary staff, utilities, phone service,

- office supplies, office equipment (i.e. computers, copiers, fax machines), office
furniture, and other administrative costs.

2. Community Improvement, which includes projects targeting beautification and the
betterment of the communities within Neighbofhood Councils’ geographic
boundaries.

3. Outreach, which includes promoting the positive image of Neighborhood
Councils; participation in local community events through collaborations with
othe_r commuhity-based organizations; building a network of civic leaders and

volunteers within local communities, and related activities.

Funding Basics:



$ Stafc $ City General Fund

$ City Taxes §
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| pone ]

85 Disbursements — 8.7 millicn

{Budget: $50,000 every Fiscal Year + Rollover)

City Account J

D"“"W . via funding requests
(max $6,250)
= < $1,000 Per Purchase

Reconcilistions to DONE < $500 per month l
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The above chart illustrates the dollar flow for the Funding Program.

The Neighborhood Council's fiscal year is aligned with the City's fiscal year (July
1 through June 30) and is divided into four quarters: July 1 - September 30;
October 1 - December 31; January 1 - March 31; and April 1 - June 30. -

The City operates on the basis of a General Fund based on City tax dollars. At
the beginning of the fiscal year, an approved amount of annual grant funding for
the Néighborhood Councils is allocated into the Department of Neighborhood
EmpOwé}ment Account. These funds are then distributed to the ;lccount of the
individual Neighborhood Councils, and every quarter a set amount of $ 6,250
becomes available for use through the commercial prepaid card. The rest of the
funds remain in the City account and are accessible through Demand Warrants
in the foﬁn of City Checks. The Neighborhood Council has an additional option

of withdrawing petty cash for small reimbursements of their board members

In order to receive the funds, all newly certified Neighborhood Councils have to
apply for enrollment in the Funding Program. Once they are enrolled, each
council will have an account set up with the City. Due to the fact that the board

makes fiscal decisions, a new bank card account is always opened under the
‘ 6



Neighborhood Council’s name. However, it is the Treasurer who carries the
burden of funding responsibility and must monitor the funds. Thus the bank
recognizes the Treasurer as an authorized user and therefore requires their
name and social security number to be listed for verification. Once the bank
receives all the necessaryinformation and documentation and the treasurer
completes training provided by the Funding Program staff, the bank issues a
commercial prepaid card with the VISA logo and the Neighborhood Council gains

access to the funds available for them.

We do recognize that Treasurer can either step down under various
circumstances. In such cases you must notify your Advocate and email the
Funding Program of your board’s action to identify a new Treasurer. The current’
commercial prepaid card will be cancelled. Once a new Treaéurer is elected, it
is departing treasurer’s responsibility to pass on all pertinent documents,
réceipts, and petty cash to the new Treasurer. The new Treasurer will need to
receive training provided by the Funding Program staff. After the training, the
new Treasdrer will complete required funding forms and a new card will be

issued to that person.



Budget:

Just like any organization or company, your Neighborhood Council needs a solid
annual plan to lead a successful existence. As some of you might know, the |
budget is a strategic tool that can be effectively used to outline your
Neighborhood Council's annual plan. After your board initiates the process of

_ prepéring‘the next year's budget, it will open up opportunities for all stakeholders |
to bring forth what they consider as priorities for your communities. Going
through this process will help your Neighborhood Council to plan in advance all
the activiiies it wants to undertake during the year and to ensure that all your

spending takes place in accordance with our funding policies.

Because the accounting for Neighborhood Council funding is aligned with the
City's fiscal year, your Neighborhood Council budget will correspond to the July 1
—June 30 calendar.' Therefore, you should start working on your next annual
budget no later than the beginning of June. You do not have to be very detailed
in your allocations. Most importantly you need to list any category that would
cover your activities and projects. For instance, in ydu plan to allocate some
funds for grafﬁti removal in your neighborhood and organize “Clean up Our
Streets” day, you should estimate the total amount of funds it would take to
implement these activities und‘er a Community Improvement category. The same _‘

principal should be applied to all other areas of your operations.

Keep in mind that the total amount of your funds in your budget depends on the
amount of annual funds available to you and does not always mean $50,000. If,
for instance, you had a remaining balance of $15,000 not spent during the
previous fiscal year, this amount should be added to your next year's funding
and addressed in your budget. Some of you might be familiar with the City policy
stating that: '

. Neighbofhood Councils have three (3) full fiscal years to spend each of

their fiscal year allocations.




» Neighborhood Council funding that has not been spent after three years
will revert to the General Fund to be used for other city needs. This
reversion will occur at the end of the fiscal year in which the funds period

of time in the Neighborhood Council's account exceeds three years.

How this works:

« Funds received between July 1, 2002 and June 30, 2003 must be spent
by the end of the third full year of their receipt — or June 30, 2006.

e Funds received between July 1, 2003 and June 30, '2004' must be spent
by June 30, 2007 '

Therefore, it is in your best interest to budget according to your actual funds
available in the beginning of the fiscal year. Think big, this is your chance to use

public funds as you see fit for your communities.
Final word of advice:

Your budget should be annualized to minimize quarterly revisions. If you have a
well-designed budget, allocating 'ehough funds to cover gene_rai administrative
costs, actiVities, community improvement and outreach events, you will be on‘ _
track with ybur Neighborhood Council’s goals and fuffilling Funding Program

purposes.



Additional Funding:

With all the planning and budgeting done, you might still run into situations where
additional funds are required to complete a project, or maybe as a year
progresses a new project becomes apparent and has to take precedence over -
previously planned activities. If that happens and you realize that you don't have
enough funds in your commercial prepaid card, you do not need to panic or give

up on your project.

In such instances, it will be your board’s decision to decide the importance of this |
project to be completed in this fiscal quarter. Then your board will have to create
a revised budget and include the new project under one of the existing categories
or else create a new category. After the board approves the revised budget, it

must be submitted to our Funding Program Department along with minutes or an.

affidavit verifying that a board vote took place.
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Accessing Funds

As you have learned previously there are three different ways to access your
Neighborhood Council funds. You can do so via commercial prepaid card, you
can request a City Check to be issued, or you can withdraw petty cash from your

commercial prepaid card account.
Commercial Prepaid Card:

A bank issues a card under your Neighborhood Council name. The card has the

VISA logo and can be used just like a regular credit card with a few exceptions.

 purchases can be made only up to $1,000 per transaction. If your purchase
will exceed $ 1,000 per transaction, you can either perform multiplé
transactions or, in case of individual item costing more then $1,000, you will
have to submit your request for that particular purchase to the Funding
Program using the Demand Warrant process. This will allow our department
staff to work with you in determining how to best meet this request. Our goal
is to get you the money that you need when you need it. (Important: just
remember that you cannot perform a “split transaction” to pay for a single item
costing over $1000 through multiple charges.)

e petty cash withdrawals can be made only once per 30-day cycle, up to $500
per transaction | -

e there are certain merchant categories that fall under unacceptable purchases

and would not be authorized for payment if their code is entered

At this time only one card per Neighborhood Council is issued. Our department

will continue to work with the bank to find a way to provide another card.

If the card gets lost or stolen, immediately notify your bank they always have 24
hours a day phone service to report a lost or stolen card Next, notify our
department’s Card Administrator, Kevin McNeely, at (213) 483-1810 and provide

him with a completed “City of Los Angeles Lost/Stolen Commercial Prepaid Card

11



Notification” form (included as part of your Commercial Prepaid Card Handbook

issued at the treasurer training and orientation).
Demand Warrant

The purpose of the Demand‘Warraht is to provide Neighborhood Councils with
additional access to their funds via City Checks. It also enables our department
and the City Controller’s Office to evaluate purchases and services requested by

the councils before they take place.

While we encourage Neighborhood Councils to use the commercial prepaid card
for most 6f their transactions, there are some instandes where a particular vendor
requires a check payment. In this case your Neighborhood Council must submit
a completed check request form (“Request For Neighborhood Council Paper
Check — Demand Warrant”) along with original invoice, Business Tax
Registration Certificate Number (BTRC), IRS Form W-9 or Employer
Identification Number (EIN) or Social Security Number. Once received, we will
process the request and the City Controller will arrange for the check to be

issued.

City policy is to pay for goods or services that have already been received and

verified by invoice.

If a Neighborhood Council requests payment for sefvices provided by another
City department (for instance Recreations and Parks), the Neighborhood Council
will have to submit a demand warrant requesting funds be transferred from the

Neighborhood Council’s account to the specific department.

Processing a demand warrant normally requires 7 to 10 busines;s days from the
time the Funding Program staff receives and logs the request until the City
Controller issues and mails the check, assuming all the necessary inférmation

- and supporting documents have been s_,meitted. Within 48 hours of receipt of
Demand Warrants, Funding Program staff will e-mail the Neighborhood Council

treasurer, your Advocate, and the Senior Advocate, printed notifications of all

12



submitted requests for checks and subsequent funding. Within an additional 48
hours, requests for additional information are also e-mailed. Once the process is
completed, the staff will e-mail a notification that a check has been issued, or that
additional'funding uploaded to your account. However a delay can take place if

some of the necessary steps have not been followed.
There are four common situations that can result in processing delays:

1. No original invoice submitted for services or goods received and now
requiring payment. An invoice must accompany the demand warrant.

2. Missing information such as the Employer Identification Number (EIN), or
Social Security Number, W-9 form, and/or Business Tax Régistration
Certificate (BTRC) which are all required per City policiés to prove that the
vendor is legitimate. |

3. Turning in an expired price quote for an advance payment item, which
mdst be reviewed by City Controller staff. This can be avoided by
submitting an invoice for goods or services already received to avoid

| requesting an advance payment, unless no other alternative exists.

4. No Neighborhood Council board-approved budget on file with the

department to indicate that a spending plan was approved in a public

meeting.
Pef_ty Cash

The purpose of petty cash is to cover incidental miscellaneous purchases
" including refreshments, postage, and council board member reimbursement for
approved small expenditures. Under no circumstances can a non-board member

be reimbursed.

Per current agreement with the bank, petty cash may be taken out only once
every 30 calendar day-cyclé in any amount up to $500. Treasure.r is responsible
for keeping avaitable petty cash and related documentation, i.e. receipts and
records of reimbursements. Please keep the amount to a minimum to avoid

potential problems during your Neighborhood Council auditing process.
' ' 13



Expending Funds

There are many ways for Neighborhood Councils to expend their funding. While
some restrictions appiy, for the most part as long as you stay within approved
budget, under approved budgetary categories there should not be any problems.
For the purpose of illustrating some of the common ways of spending funds we
would Iike to look at three main categories: operational cost, community
improvement, and outreach. In addition, we would like to discuss the process of

reimbursements of your board members for council related expenses.
Operational Cost

Operational cost includes facility rental, administrative expenses, and temporary

employees compensation.

There are a variety of office space options available to match the specific needs and
unique preferences of eligible Neighborhood Councils. Through the new
Neighborhood Council Office and Meeting Space,-Leasing and Procurement Program
Neighborhood Councils may lease office space in privately owned facilities, occupy
donated .ofﬁce' space in privately owned facilities, or share space in City owned or
leased facilities. This comprehensive program facilitates the rcoo-rdination of all
processes associated with acquiring office and meeting space from obtaining
premises insurance and locating donated office furniture to establishing telephone
service. To participate in the program, eligible Neighborhood Councils must be
cértiﬁed, have an elected board, and be officially enrolled in the Neighborhood Council
Funding Prbgram. Contact Jackie.'Méndez td learn more about the process at (213)
485-4278, of eIectrohiCalIy at: Jacqueline.Mendez@lacity.org. _ |

Please visit the Department of Neighborhood Empowerment's online reference

library for more office and meeting space information at:

www.lacityneighborhoods.com or for more information regarding the program
go to | "
hm):lIwww.Iacity.orgldoneIfacibuIlétinsldonefacibulletins165023364 09212

004.pdf.
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Once an office space is secured, purchasing or renting office equipment is the
next logical step. You can purchase most of your equipment including computers
hardware and software, printers and scanner from any store of your choice. For

your copier rental needs we do recommend to use Canon Business Services.

You may contact the Department of General Services to take advantage of the
City's contract with Canon for lower-priced copiers. The explanation and related
contact information is available 6n the General Services website at
http:llwww.iacitv.orquSDI_pubcopier.htm. The advantage 6f the City V\ﬁder

Copier Program is that it is cost efficient and saves the Neighborhood Council

maintenance and repair costs.

The City also has a working relationship with Office Depot which offers
Neighborhood Councils a variety of discounts, and we encourage you to take

-advantage of this program.

The best way to find about the discounted pricing is to be set up online. You can
contact Ken Meyer, Account Manager (Office Depot Business Services
Devision), at 818-557-1724 or email him at Kmeyer@OfficeDepot.com and he

will set you up to access their website http://bsd.officedepot.com. Once your
Neighborhood Council has régis_tered with Office Depot, you will be able to order-
your supplies and everything will be delivered with next day delivery for free.
Make sure that Neighborhood Council's physical address has been entered into

the Office Depot computer system.

If you chose to shop in your local Office Depot the retail clerks 'might not be
aware of this program. Please remember that the pr_icing and discounting is
done through the commercial prepaid card link, and that is why all purchases

must be completed as a credit card sale and not as a debit card sale.

As mentioned before the commercial prépaid card cannot be charged more then
$ 1,000.00 per transaction. What happens if you want to purch'ase items, e.g.,

furiture or computer equipment, priced over that limit?
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| Office Depot can invoice you on an open account basis through the Department
of Neighborhood Empowerment. However, you need prior authorization from the

Funding Program before we can do this.

To simplify record keeping and to maintain order many Neighborhood Councils
‘expressed their wish to have a professional staff performing these functions. As
a City entity, Neighborhood Councils have expressed concerns about liability,
harassment charges, retirement, benefits, workers compensation, and a whole
host of employment issues. Federal, State, and City rules and requirements
regarding employer/employee relationships are extensive. The City is.
addressing these issues now and, as a short-term solution, our department has
developed a special program for you with the temporéfy personnel organization
Apple One, which has a contract with the City.

Through Apple One you can hire part-time clerical and accounting workers and
pay for them with your card. Simply contact Ms. Xochiti (pronounce So Chi)
Morales, Asst. Manager at Apple One at (21 3) 892-0234 or email her at

xmorales@appleone com to get started.

We realize that with strong ties in your communities you might have access to an
excellent candidate who would fulfill your staffing need. If there is someone.
special in your community and they can qualify for one of the Apple One
positions; simply have them contact Apple One. They vﬁll screen them for the
necessary skills, and if qualified, will enroll and assign them to your
Neighborhood Council. Apple One will handle all the paperwork and ensure

compliance with City, State, and Federal reqmrements

Any other services necessary for Neighborhood Council projects or functions |

must be purchased on a fee-for-service basis. Your board must vote to purchase |

services and include this item in its publicly approved budget. Once the services
have been provided, the vendor/service provider will present the Neighborhood
Council with an invoice for payment. Sﬂubmit that invoice along with a check
request (Demand Wafrant form) to the Funding Program and a‘ K
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check will be processed to the vendor/service provider.

In addition to your office lease your Neighborhood Council can use the money to
set up phone and utilities services and to make month-to-month payments.
Internet service, telephone bills, and monthly meeting facilities. We encourage

~ you to use your prepaid card for all your monthly bills. 1t will eliminate all the
steps in obtaining a city check and prevent unnecessary delay in paying your

service providers.
Community Improvement

- If as part of your community improvement effort, your Neighborhood Council
wants to purchase needed equipment, supplies, or services for projects or
activities operated by another entity in your community, such as a school or
community center or another City department, you need to first have it voted on
by your board. Once the vote has been taken and thé p.roject has been
approved, the next step would be to prepare a Demand Warrant for the amount
to be contributed by the Neighborhood Council and deliver it to our department.
The Demand Warrant should clearly identify the dollar amount and, if
appropriate, identify the organization, agency, or City department that is
partnering with your Neighborhood Council. Remember, the request must

- identify a specific item or service, because payment will be based on an invoice

for that item or service. _ -

In addition to the Demand Warrant réquest to financially assist another entity,
such as a LAUSD facility, a nonprofit community center, a senior center, or a

- Parks and Recreation center managed t)y another City agency, the
Neighbothood Council treasurer should submit two brief, written, very important

statements:

(1) A statement from your Neighborhood Council explaining how YOur
Neighborhood Council selected the entity, and how the expenditure of City funds
will benefit the Néighborhood Council; and, (2) a statement from the entity itself,
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on agency letterhead, acknowledging and appreciating the Neighborhood

Council's involvement and financial assistance for the project.

This is to protect the Neighborhood Council as well as the recipient. Remember,
these are public funds and there has to be a clear public benefit to the
community. Also, make sure the entity or agency that you would like to help} is
fully aware of and supports the project or activity, thereby avoiding any
confusion. This is important to remember: In addition to the invoice to be paid,
these statements constitute a valuable “paper trail” should an auditor or member

of the publié or media inquire why the expenditure had occurred.

However this type of contribution differs from what would be called a straight
donation. Donations, i.e., charitable gifts or grants to groups or entities, are not
permitted at this time. However funds may be used to pay for specific items or
services provided to your Neighborhood Council by such groups. For example,
you could fund advertising or column space in a community newspapér, a
tableldisplay space at a conference or community event, or services performed
by a nonprofit. Your Advocate can help you achieve your goals by repackaging

your request.

While under the City Charter, a Neighborhood Council is an advisory body
and cannot join private organizations such as chambers of commerce, a
Neighborhood Council can interact with private organizations in- activities, such
as implementing neighborhood improvement projects. Neighborhood Councils

are encouraged to interact with other organizations as much as possible.

This prohibition protects the Neighborhood Council board by preventing conflict
of interest issues when private organizations take positions on issues placed

before the Neighborhood Council.

An individual stakeholder or board member of a Neighborhood Council is free to

join any private organization. -

Outreach
18



Neighborhood Councils may purchase outreach items such as t-shirts, pens,
pencils, etc. The Neighborhood vCounciI should have its name and/or logo affixed
to these items so that the item will become outreach in nature rather than a gift of
public funds or donation. Outreach items can be an effective tool for advertising
your Neighborhood Council. [f the Neighborhood Council decides to pay for toys
for an event (i.e. hQIiday gift drive), have the vendor affix a tag or sticker to the
toy identifying your Neighborhood Council. Your advocate can help you navigate
through this. ' |

Food is another common expense that falts under outreach categbry when it
clearly supports the goal of the Neighborhood Council to encdurage pubiic
participation in Neighborhood Council activities, e.g., beard or committee
meetings, training, community forums, neighborhood block parties designed to
promote public participation, etc. Please look for the best bargain. Spend the

money as if it were your own.

If your council elects to have a meeting or a Neighborhood Council related

~ function in a restaurant you can use your commercial prepaid card so long as a

list of those attending and an itemized receipt are submitted with the quarterly
reconciliation. A general receipt that fails to list what restaurant items wefe
specifically paid for will not meet the City Controller's standards. In addition, if
any of the council board members chose to purchase alcohol, such purchases
cannot be placed on the same receipt and cannot be paid for with your

commercial prepaid card.

Reimbursements

You can use your funds to reimburse yourselves for. expenses relatéd to our
Neighborhood Council, but only in special situations. The treasurer or authorized
council board member of the Neighborhood Council may be reimbursed for
expenses they incurred aftér their Neighborhood Council has been approved for
initial funding and issued commercial prepaid card. A reimbursement can only
be made for expenses included in the board approved budget.- A monthly (30
calendar day cycle) Petty Cash allowance up to $500 should provide the
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flexibility for Neighborhood Council members reimbursements. When the
treasurer receives the receipt(s), it must be marked “PAID” and dated with the
date it was received. These receipts must be included in the quarterly
reconciliation documentation for petty cash and submitted to the Funding
Program. City policy is that only 6riginal receipts will be accepted as a basis for
reimbursement. - In those cases when the original'recéipt is not available or lost,
a Missing Receipt Affidavit must be completed and submitted for General
Manager’s approval. Photocopies alone cannot be accepted. This rule applies

to both, petty cash and City check, reimbursements.

Due to the complexity and time-length of the process, reimbursements to
Neighb.orh'ood Council board members by means of city check should be dane
only when no petty cash funds are available. In such cases requests for
ré_imbursements can be made throuvgh a check request and accompanied by the
original receipt(s) in order to be processed. Please see Funding Information
Bulletin No. 2005-01 Clarification for the Use of Board Member Reimbursements

by clicking on the Funding tab on the Home Page.

REMEMBER: Only elected board members can be reimbursed. While we
~ recogrize individuals not on the board of the Neighborhood Council may
sincerely want to help the Neighborhood Council with facilitating their purchases,

the City can only issue a check to a Neighborhood Council
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Audits

Before your Neighborhood Council can receive an additional commercial prepaid |
card upload funding for its next quarter (nomally $6,250) as well as processing
further city checks, we are réquired to examine the receipts from the last quarter
to ensure that the money has been spént prbperly and to reconcile all accounts.
The Neighborhood' Council must submit the Commercial Prepaid Card
Reconciliation form and Petty Cash Reconciliation form (both forms are available
on our website in PDF and Excel format) along with originai receipts, invoices
and other documents supporting listed projects and activities, i.e., flyers, lists of
attendees, newspaper articles. After the reconciliation has been completed and
both the Neighborhood Council and the department agree on the results, all
documents are filed in a secured location.

Our de‘parfment realizes that all Neighborhood Council board members are
volunteers many of whom have not been trained in maintaining fiscal recdr_ds and
| that it might take time for them to find the most efficient way to submit their
record, therefore we have a set "grace period” for submission of receipts for
reconciliation. We want to provide the Neighborhood Councils with maximum
flexibility in accessing their funds, so a grace period of one quarter (90—calendar
days) will be honored. It is expected that the Neighborhood Councils will engage

in a good-faith effort to submit original receipts no more than one quarter back.
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Our Staff:
Should you have any questions regarding the Funding Program, you can contact:

Kevin McNeely, Program Administrator at (213) 485-1810 or Kevin.McNeely@lacity.org

Steve Baule, Program Coordinator at (213) 473-5383 or Steve.Baule@lacity.org

Milena Albert, Program Coordinator at (213) 473-5115 or Milena.Albert@latcity.orqg
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NEIGHBORHOOD COUNCIL FUNDING PROGRAM
Accountability & Technical Assistance Policy

The following information details the Department of Neighborhood Empowerment’s general guidelines for
Neighborhood Councils with respect to Funding Program accountability. NOTE: The General Manager
reserves the right to immediately implement any of the six steps described below and without necessarily
engaging in the -order listed below if the General Manager believes the financial or other potential risk to
the City warranits such action.

' | Th,ree-Element Control System

-The Department of Neighborhood Empowerment may monitor Neighborhood Council purchases and
- uses of City fund through several types of review:

1) On-Lme Review

Fundlng Program employees perform online review of Commercial Prepald Card/City check use.
" Information reviewed includes the date, vendor, and dollar amounts of each transaction. Staff will review
for inappropriate vendors, large purchases, and “warning signs” such as multiple purchases at a single
vendor on the same day, etc.

2) On-Site Monitoring

)epartment of Nelghborhood Empowerment staff will conduct on-site reviews of Neighborhood Council
© records and recelpts to verify vendors, transactions, and fiscal controls.

- 3) Quarterlv Audit

Funding Program staff will conduct a formal review of all records and receipts prior to release of
additional funds.

Preventing Problems

. If Neighborhood Councils are unsure whether a certain expense is unacceptable, they should seek
- clarification fromthe Department of Neighborhood Empowerment before the transaction is completed.
. The Department wants to assist Neighborhood Councils in order to avoid making mistakes. Making a
mistake by making a purchase without asking the Department about the consequences can create a
‘problem. The Department reviews all transactions for acceptability within the expenditure guidelines.
- Should an unacceptable purchase occur, the Department reserves the right to raise the issue of
unacceptable purchases with, at a minimum, the treasurer of the Neighborhood Council, and to initiate
correctrve action as the Department determines to be appropriate.

‘ FUNDING PROGRAM SUGGEST ION #1: If unsure, ASK FIRS_T .

Consequences

“If a Neighborhood Council makes a purchase with City funds that the Department of Neighborhood
mpowerment determines to be an unacceptable purchase, the Department will issue a written warning
that: identifies the unacceptable purchase or transaction; provides. the reason why the transaction is
unacceptable; and, depending on the type of transaction, explains the remedy or corrective action that
the Department will take.
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The Department’s remedial actions may include: refusing to reimburse the Neighborhood Council for the
. expense and retuming the funding request to the Neighborhood Council without processing; suspending
- access to use of the bommercial Prepaid Card; reducing the amount of funding available to the
Neighborhood Council by'an amount equal to the amount of the unacceptable purchase; or, initiating any
part of the sanction process. : '

The process below for correcting problems. wiih Neighborhood Councils is much more flexible than the
procedures governing purchases by City departments.

_ Six-=Step-Remedy Process

" The Dép‘artmént'may tak'e the following steps to correct inappropriate or unacceptable Neighborhood
Council financial actions: » '

1) Mandatory Sugplementél Training

Additional training may be required of the Neighborhood Council treasurer, the “+1” second financial
- signatory, or the entire.Neighborhood Council board, at the discretion of the General Manager, when the
Department determines that the financial roles, responsibilities, and proper accounting -controls and
. procedures within the Neighborhood Council need to be strengthened. If the treasurer or other person
refuses to participate in the supplemental training, the Department may suspend all-access to funds until
- the supplemental training is completed, or until a new treasurer, etc., is installed for the Neighborhood
Council.’ ' : E

2) Demand For Corrective Action Plan

When fiscal controls or their application are determined by the Department to continue to be insufficient
~ or deficient, the Neighborhood Council board may be required by the Department to formally develop and
- commit to a written corrective action plan to address concems identified by the Department within 60
days of the date of written notification by the Department. Failure to do so by the Neighborhood Council
may result in the Department suspending all access to funds until the Neighborhood Council has
implemented the corrective action plan. '

- 3) Formal Probaﬁon

Formal probation will occur when the Department makes a determination that the financial deficiencies

are serious, with commensurate risk to the City, and that the corrective action is warranted. Formal

probation will be considered the final corrective measure, and will be implemented ‘before the total

revocation of the Neighborhood Council’s direct management of their City funding. Failure to comply

with the terms of probation, as-defined by the Depaitment, may result in the Department suspending all

access to and use of funds by the Neighborhood Council until Step 4, below, is implemented by the
- Department. P -

4) Revocaﬁpn of / Access to Funding

" If the Department determines that fiscal mismanagement within the Neighborhood- Council, and the
Neighborhood Council: board's failure to address’it, are so serious ‘and severe that the Neighborhood
Council's control of funds has become a liability to the Neighborhood- Council and the City, the
Department will inimediately, and without further action revoke all funding access and will assume direct
management of funds on behalf -of the Neighborhcod Council stakeholders for, until a subsequent
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Neighborhood Council election results in the installation of a new board, and until a new series of funding
orientation seminars has been completed by all responsible Neighborhood Council individuals.

5) Dei:eﬁﬁcation

“In instances where fiscal mismanagement is extreme, or a reasonable Neighborhood Council budget is
unable to be followed, or the then-current Neighborhood Council board systematically refuses or is
unable to correct and control abuses, and additional intervention by the Department is required, the
Department will submit a decertification recommendation to the Board of Neighborhood Commissioners.

 6) Criminal Filing

When the acts of Board members or their fiscal agent(s) are alleged to be criminal mnature the matter
- will be-submitted to the appropriate Iaw enforcement agency. '

SUMMARY

The Department of Neighborhood Empowerment hopes the six-step process described above never
needs to be used. However, the Mayor and City Council have charged the Department with the
responsibility for monitoring use of City. funds allocated to the Neighborhood Council Funding Program. .
We: know -that “monitoring” the funds is not enough. Therefore, the Department actively attempts to
assist all Neighborhood Councils with issues related to controlling the funds, using the funds, maintaining
proper accounting procedures, and steering clear of any inappropriate purchases.

ONCE AGAIN, THE Botrom LINEIS: IF UNSURE, ASK FIR_ST.

" Attchmt C - Accntity Tech Asst Policy 042605.doc



Neighborhood Council Demand Warrant Guidelines g

Invoice Requirements

All submitted Demand Warrant invoices must contain the following:

¢ Vendor's Name

¢ Vendor's address and phone number

¢ Billto NC's name

Invoice number (i.e. 001)
Description of the item or service
Amount due

No Quotes, and/or Estimates will be accepted as Invoices. Vendors should only be paid after goods or

services are received.

REMINDER: An approved Budget and latest Reconciliations must be on file before any Demand

Warrants can be processed.

Requirements for Demand Warrants

Payment for an existing NC Vendor:
1. Completed Démand Warrant form
2. Original invoice (or fax of original invoice)

Payment for New Vendor of the NC System:

1. Completed Demand Warrant form

2. Original invoice (or fax of original invoice)

3. BTRC number (if vendor is located in City of
LA)

4. EIN number or W-9 if the vendor is a sole
proprietor

Reimbursements to Board Member:

1. Completed Demand Warrant form with
mailing address of board member

2. Original invoice only (No faxes and/or copies
acceptable)

3. Proof of payment {(must be indicated on
receipt if payment was cash, credit card
and/or check. If form of payment was a
check, then a copy of the front and back
cancelled check is required).

Advance Payment:.

1. Completed Demand Warrant form

2. Original invoice for Advance Payment (or fax
of original invoice)

3. Expected date of delivery and explanation of
what the payment is securing listed on the
invoice. , .

4. A statement from the treasurer explaining

' why an advance payment is needed.

Food and Refreshment Expenditures:
1. Completed Demand Warrant form
"~ 2. Original Invoice (or fax of original invoice)
3. Copies of sign-in sheet and/or agenda of
event/meeting '

Neighborhood Council Outreach Event:

1. Completed Demand Warrant form

2. Original invoice (or fax of original invoice)

3. Board approval of expenditure (please
provide a copy of board minutes or affidavit)

4. Copies of sign-in sheet for the event and/or
flyer for event

5. Insurance agreement (please consult with

funding program if needed)

Purchase Order: (usually for computer

purchases and in lieu of an advance payment —

this is to ensure payment to vendor after

goods/services are delivered):

1. Completed Demand-Warrant form indicating
that you need an Purchase Order

2. Estimate/Quiote of product

3. A Vendor contact name with phone
number/fax to send Purchase Order

Community Improvement Project:
1. Completed Demand Warrant form

.2. Original invoice (or fax of original invoice)

3. Board approval of expenditure (please
provide copy of board minutes or affidavit)

4. An official neighborhood council statement
explaining how the project will benefit the
community

5. Letter of acknowledgement of receiving
agency (i.e. Department of Recs. and Parks,
LAUSD, Department of Street Services)
acknowledging and approving the desired
project ' :

6. Proof that required licenses and permits are
-in place (if needed)



Neighborhood Council
Funding Program
COMMERCIAL PREPAID CARD SYSTEM

ACCEPTABLE PURCHASE CATEGORIES

The Commercial Prepaid Card System was developed for Neighborhood Councils as an easy and convenient way to obtain
items and/or services required for Neighborhood Council operations. The card has been electronically coded to accept a wide
variety of purchases and includes valuable information provided to the Department of Neighborhood Empowerment by

Neighborhood Councils.

Below is a list of acceptable purchase categories with Neighborhood Council funds, including the card. This list will change as
Neighborhood Councils need changes. All equipment, supplies and services purchased are for the sole purpose of advancing
the Neighborhood Council and its represented community. Certain items require advance approval from the Department.

NOTE: Gasoline may be purchased in reasonable amounts for Neighborhood Council business by using your petty cash fund.
Make sure a receipt is obtained from the gas station. Forward the original receipt to the Department with your other receipts for -

audit purposes.

If you have any questions regarding any of the items on the list, please contact the Funding Program at 3-1-1.

ACCEPTABLE COMMERCIAL PREPAID CARD PURCHASE CATEGORIES:

BUSINESS SERVICES

Automobile Parking Lots and Garages
Employment Agencies, Temporary Help Services**
Equipment Rental

Furniture Rental.

Photographic Developing, Photofinishing
Laboratories, Studios

Postal Services

Quick Copy, Reproduction and Blueprint Services
Stenographic and Secretarial Support Services*
Tool Rental :

COMMUNICATIONS SERVICES

s  Telecommunication Equipment
¢ Telecommunication Service

FINANCIAL SERVICES

¢ Automated Cash

PROFESSIONAL SERVICES

e  Associations, Civic, Social and Fraterrial

e Colleges, Universities, Professional Schools

e Organizations, Charitable and Social Service

e  Schools, Elementary and Secondary >

REPAIR SERVICES

e  Electronic Repair Shops
& Fumiture Repair, Refinishing and Reupholstery Shops
e Small Appliance Repair Shops

RETAIL SERVICES

v
1
/

Books, Periodicals, Newspapers

Building Materials, Lumber Stores

Candy, Nut, Confectionery Stores

Caterers ,
Computers, Computer Peripheral Equipment, Computer
Software

Computer Software Stores

Department Stores

Discount Stores

Drug Stores, Pharmacies

Eating Places, Restaurants

‘Electronics Stores

Fast Food Quick Payment Service Restaurants
Florist Supplies, Nursery Stock and Flowers
Glass, Paint, Wallpaper Stores

Grocery Stores, Supermarkets

Hardware Stores

Home Supply Warehouse

L.awn and Garden Supply Stores

Music Stores

Office and Commercial Furniture

Office, Photographic and Photocopy

Paints, Varnishes and Supplies

Record Shops

Second Hand Stores, Used Merchandise Stores
Stationery, Office Supplies, Printing

Variety Stores '
Wholesale Clubs

TRANSPORTATION SERVICES

e Buslines

e  Courier Services, both Air and Ground
e  Freight Forwarders

[ ]

Truck and Utility Trailer Rental

" ™NOTE: Requires approval in advance from the Department of Neighborhood Empowerment.
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Neighborhood Council
Funding Program

UNACCEPTABLE PURCHASES

Below is a list of nacceg' table purchases using Cl"ty' fuhds including both the Commercial Prepaid Cafd and paper checks. It is the
responsibility of the Neighborhood Council to obtain prior approval on all questionable items that are not listed here or on the Acceptable
Purchase Categories list.

If you have any questions, please contact your Project Coordinator or the Neighborhood Council Funding Program, toll-free, at (866) LA HELPS.

The Department of Neighborhood Empowerment has created the Funding Program based on a good faith relationship with the Neighborhood
Councils. It is assumed that Neighborhood Council purchases will reflect this assumption of good faith and will adhere to the prohibitions
described below. To assist the Neighborhood Councils, the Department retains fiscal controls to minimize mistakes or monetary abuses by the
Neighborhood Councils. The Department is able to monitor Neighborhood Council purchases through real-time online access to the Bank of
America and the City Financial Management Information System (FMIS) databases and reports. |If fiscal mistakes or abuses occur, the
Department may use a sanction process to correct the situation.

UNACCEPTABLE PURCHASE CATEGORIES AND ITEMS

. Any purchases made without the authorization of the Neighborhood Council governing body, and any
purchases that are not identified by category in the approved budget or spending plan of the Neighborhood
Council

. Transactions completed without obtaining an original invoice, receipt, written quote, or written estimate

. All costs or expenses incurred prior to the date of enrollment in the Funding Program

. Renting or leasing of office space without prior approval of the Department (This is a contracting issue that

requires adherence fo specific guidelines)

. Long-term contract in excess of 12 months or one full funding cycle without approval of the General Manager and
City Attorney (contracts require adherence to specific guidelines because of liability concemns)

. Gifts, grants, and donations of money or goods to individuals or groups without a clearly identified and
tangible benefit to the Neighborhood Council, and without a receipt from the recipient individuals or groups.
(State law prohibits public funds from being given as a gift; contact your Project Coordinator or the Funding Program for
more information)

. Gift Cards, Flowers fo Neighborhood Council members or any other individual or group (State law prohibits public
funds from being given as a gift)

. Airfare and any other travel expenses including hotel/motel facility expenses without prior Department approval.
(The Cily Controller must approve all travel-related expenses for City departments, and the Department of -
Neighborhood Empowerment must approve travel by Neighborhood Councils, in advance)

. Alcohol, tobacco, firearms, and adult entertainment products (this should be obvious)

. Funding to third party individuals or groups without either an approved contract for goods or services or a
receipt from a vendor for goods or services received (There must always be a closed transaction with either a
contract or receipt acknowledging the funds the Neighborhood Council is spending. There cannot be a third party
intermediary that receives Neighborhood Council funds without written acknowledgment for the Neighborhood Council
and Department records)

. Hiring staff or securing the services of temporary employees, except through an approved contract between
the Department and Apple One, a City-approved temporary employment agency (This is a contract that requires
adherence to specific guidelines)

. Retaining janitorial, custodial, security, or any other professional services without an approved contract for
services (This is a contracting issue that requires adherence to specific guidelines)

. Supporting or opposing ballot measures or candidates, filing lawsuits against the City or City agency, filing
appeals against any discretionary decisions made by any City agency, political forums or debates, unless
following City Attorney guidelines

Attachmt B Unaccptble Purchases 042605.D0C
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Neighbdrhood Gouncil Sample Budgets

Yearly Budget (will require more board approval for specific purchases/allocations)

Funds
Yearly Allocation 50,000
Rollover 31,400
Total 81,400
Budget
Category Annual Total
Elections 3,000
Webdesign 1,200
Outreach Events 13,100
Utilities 1,400
Meeting Expenses 1,600
Community Improvement Projects 29,000

Grand Total

81,400




[Name] Neighborhood Council

Board Resolution
[Date]
The [Name] Neighborhood Council has voted, approved and adopted the
proposed budget for the [quarter/annual time period] in accordance with the

Neighborhood Council bylaws and within the guidelines set forth by the City of
Los Angeles and the Department of Neighborhood Empowerment.

Signed,

[Name], [Name],
Treasurer Present Board Member
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