INTRODUCTION

County Directors (CDs) play an essential and pivotal role as the primary representatives between the counties to which they are assigned to supervise, and statewide Cooperative Extension (CE).  Not only do County Directors set the tone for CE’s activities within the counties, they also have overall responsibility for all of the CE operations and programs in their respective counties.  This is a major task, requiring not only astute administrative skills, but “gymnastic” skills, as the CDs juggle and balance their way through shrinking budgets, changing program needs, and competition for all resources.

The following resource reference provides a basic introduction to the essential elements of a County Director’s job.  The reference is made up of more than checklists and paper--most importantly, it is people, and access to their past experiences and knowledge, their successes and shortcomings.

Sections of the resource reference have been written for new County Directors.  The checklist contained in the manual will provide a format for a timely and reasonable orientation to CE and the county systems for new CDs.  The process will be defined by the Regional Director, who is your supervisor, as you sit down and go through this orientation outline together.  Priorities, timelines, and resource people to contact will be specified.

This reference purposely avoids listing specific names of key contacts as part of this document, since lists tend to become outdated rather quickly.  Those names will be provided through the orientation process as you meet and talk with your Regional Director and your mentor(s), who will be assigned or recommended by the Regional Director to assist you.

Other sections in the reference binder will provide information, guidelines, and procedure for all UCCE CDs no matter what your tenure is in this administrative position.  (It is hoped that by providing this resource reference, other expectations, guidance, and procedures, you will have all the required ingredients for becoming successful in your role as County Director, and in your program assignment area, if applicable.)

NEW STAFF ORIENTATION TO

AGRICULTURE AND NATURAL RESOURCES

Welcome to AGRICULTURE AND NATURAL RESOURCES!

You have joined a unique and important family within the University of California system.

Our roots are deeply embedded in the rich history of our past, reaching back to Lincoln’s words “on behalf of the people” and the Morrill Act of 1862, the Hatch Act of 1887, and the Smith Lever Act of 1914.  These pieces of national legislation are the foundation for our nation’s land grant university system, which includes the University of California (UC) and the Division of Agriculture and Natural Resources (DANR).

ANR is based on the Berkeley, Davis, and Riverside campuses, and in more than 50 county and regional offices throughout the state.  It includes the Agricultural Experiment Stations (AES) with more than 750 academic researchers housed in over 50 diverse departments.

University of California Cooperative Extension (UCCE) was established to “aid in diffusing…useful and practical information,” and remains a core ANR component.

AES and CE are further supported and supplemented by 20 statewide special programs and projects, research and extension centers, and research information centers.

The following sections are designed to orient you as a new County Director to the UC DANR organization.  Additional orientation to ANR can be fournd on the web-site:  http://ucanr.org/internal/miscshow.cfm?unit=5105&misctype=LannyLund

ANR is part of the land-grant university family in California, and has played a major role in shaping the reputation of the University of California as one of the finest educational and research institutions in the world.  ANR programs are delivered through two principal organizational units:  the Agricultural Experiment Station and Cooperative Extension.  To help you better understand the organization, this section introduces you to ANR’s mission, vision, goals, principles, history, philosophy, and reporting system.

Our Mission (http://danr.ucop.edu/strategic/challenge/change7n8.htm)

The mission of the University of California Agriculture and Natural Resources is to serve California through the creation, development, and application of knowledge in agricultural and natural and human resources.
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Our Vision (http://danr.ucop.edu/strategic/challenge/change7n8.htm)

We share a vision of what we want to become and contribute as an organization.  In keeping with our mission and consistent with our core values, we are the link between abstract knowledge and the pragmatic world.  On one hand, we generate new knowledge, while on the other hand we reach out to help people use that knowledge to solve everyday problems in the realms of agricultural and human and natural resources. 

We actively involve the public in our programs, bringing a global perspective to bear on local issues.  Integrating research, education, and extension, we transform ideas into solutions.

Working with our partners within and outside of the university, we connect the people of California with research-based information that can help them improve their quality of life, and enhance the environment for all.

Our Core Values

We are committed to the following values that guide action and decisions at all levels of the organization:

· The highest standards of ethical behavior, honesty and integrity, with the recognition that the trust and confidence of the public is absolutely essential to our success.

· Academic excellence and maintaining credibility as an objective source of knowledge.

· Scientifically valid research as a foundation for anticipating problems and developing practical solutions.

· Responsiveness to state and local needs in California, and consideration of the global context that shapes these needs.

· Diversity within our organization, equal access to knowledge by all people, and equal opportunity for self-reliance through education.

· Collaboration, teamwork, and mutual respect among ourselves, in partnership with other organizations, and in interaction with our clientele.

· Academic freedom, with the recognition that individual freedom goes hand in hand with a high standard of professional responsibility and personal accountability.
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History

ANR has its roots in the era of Abraham Lincoln, for it was in 1862 that President Lincoln signed the Morrill Act authorizing federal funds for the development of agricultural “land grant” colleges in each state.

In 1869, the University of California, Berkeley, opened its doors to teach “agriculture, mining, and the mechanical arts.”  The next boost for agriculture in California came in 1887 when congress passed the Hatch Act establishing “experiment stations” and federal funding for agricultural research in the land grant colleges.

The land grant colleges eventually began to realize that new mechanisms were needed to extend their research results to farmers.  In 1913, a new Division of Agricultural Extension, headed by professor W.T. Clarke, was established in the School of Agriculture at UC Berkeley.  Andrew Hansen Christiansen became the first Extension farm advisor.  He was placed in Humboldt County as a result of a cooperative agreement among the University, the Humboldt County Board of Supervisors, the Ferndale Dairymen’s Association, and the county Chamber of Commerce.  B.H. Crocheron, a young Cornell University graduate and director of an agricultural high school in Maryland, was recruited to lead Agricultural Extension in California.  He held that position for the next 35 years.

The Agricultural Extension system was formalized in 1914 when congress passed the Smith-Lever Act, making federal funds available for extension work.  Since then, the Agricultural Experiment Station and Cooperative Extension (formerly Agricultural Extension) have evolved to include the myriad programs that serve farmers, youth, consumers, and other segments of the public today.  Administratively, the two units were merged in 1975 to form the Division of Agricultural and Natural Resources. 

For more information on ANR’s history, see “Science and Service:  A History of the Land-Grant University and Agriculture in California” by Ann Foley Scheuring, 1995.  (ISBN 1-879906-17-1)  To order this book, write to:  ANR Publications, University of California, 6701 San Pablo Avenue, Oakland, California  94608-5470.

How We Are Funded

ANR receives public and private funding.  About half of the funds come from state government, one-fourth from the federal government, and one-fourth from county government and the private sector.
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Land Grant Philosophy

The land grant philosophy embodies the concept of service to society by providing broad access to the benefits of higher education, irrespective of wealth or social status.  It emphasizes the development of “knowledge for use” by addressing the practical problems and needs of society through objective research and non-formal education of youth and adults, as well as classroom education.  Inherent in this philosophy is the ability to change research and educational programs as the problems and needs of society change.  The goal is to improve the quality of life for the American people.

Program Planning Advisory Committees (PPACs)

http://ucanr.org/internal/miscshow.cfm?unit=5103&misctype=Program_Pl
Fifteen individuals serve on each of three subject area committees--Agricultural Resources, Human Resources, and Natural Resources--that are charged with recommending Division-wide program priorities within their respective subject areas.  The 45 Division members are representative of the diversity of UC ANR disciplines and program areas, from all affiliated campuses and from county offices throughout the state.

The specific charge of the PPACs is to:

· Identify and distinguish between:  a) "critical issues"--issues that are important for ANR to address, and b) "target issues"--critical issues that need additional ANR resources in order to address them more effectively.  Identify intended outcomes for critical issues.

· Prioritize target issues within agricultural, human and natural resource program areas.

· Consider ANR’s past success in addressing previously identified issues--i.e., review "program evaluation" data when determining critical issues and intended outcomes for the future.  PPAC members consult with their colleagues and external stakeholders in developing their recommendations.

Steps in the Program Planning Cycle:  (Cycle repeats every 3 years, except for the first iteration, which will require only 2 years, because of the limited amount of program evaluation data available for review.)

1. PPACs conduct a comprehensive needs assessment ("environmental scan"), with input from all stakeholder groups, to identify potential issues and outcomes for ANR programs.  PPACs also analyze program evaluation data from workgroups and other sources to assess achievement of previously identified intended outcomes.  Considering both environmental scan data and program evaluation findings, PPACs identify current "critical issues" for ANR--issues important for ANR to address--and intended outcomes for these issues.
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2. 
PPACs identify gaps between current levels of resources committed to each of the critical issues and levels needed to achieve intended outcomes.  For each of the three ANR program areas (agriculture, human, and natural resources) PPACs recommend a prioritized list of "target issues"--critical issues where additional ANR resources are most needed.

3. 
Program Council receives recommended critical issues and target issues from the PPACs and refines/expands, as needed.  Program Council prioritizes target issues across the three program areas.

4. 
Vice President receives recommended critical issues list and target issues as prioritized by the Program Council and refines/expands, as needed.  Vice President disseminates:

a) ANR Critical Issues and Intended Outcomes, to serve as comprehensive statement of current ANR program priorities and goals; and

b) ANR Target Issues, to serve as the foundation for resource allocation decisions for the forthcoming three years.

Reporting

DANRIS EFFORT is a reporting system used by AES faculty, campus-based specialists and county CE advisors to record and retrieve quantitative and narrative information about their programs for planning and reporting at the local, regional/campus, and division-wide levels.

The system used by ANR to report contacts and audience demographics is currently called Contacts And Self-Assessment, or CASA.  CASA is used by all CE county-based academics and certain non-academic staff to record data on their programmatic outreach efforts; i.e., information about their clientele contacts and "all reasonable effort" activities.  Training guides are available at: http://ucanr.org/internal/planningi.shtml
The information contained in DANRIS and CASA is only as valid or comprehensive as what you provide.  Placing quality information into these systems provides an opportunity to use it for local accountability needs, as well as providing a showcase for extension programs at the state and national levels.  The information should be particularly useful when questions are asked about the relevance of ANR, CE, and the cost effectiveness of programs.  Today, accountability and efficiency are essential.  Telling administrators, colleagues, and the public about the impacts of your work is positive public relations.

BUILDING RELATIONSHIPS

The pivotal role of the County Director in building and maintaining relationships with key people in the community cannot be overstated or taken for granted.  Much of the good will between the CE program and the county it resides in is created and supported by the relationship between the County Director and the Board of Supervisors, the key county personnel, and the community leaders.  The following checklist is meant to guide the new County Director by providing a brief list of the key people to meet.  The list is not definitive or exhaustive.

Objective:  Identify, meet, and build relationships with key people.

Resource Persons:  Other County Directors and staff in county.

When to Accomplish This:  Within the first six months and on-going thereafter.

	Items to Discuss

Tasks to Do
	Resource Persons
	Target Date
	Date

Completed

	1.  County

a.  County Administrative Officer
	
	
	

	b.  Assigned Analysts
	
	
	

	       c.  Board of Supervisors
	
	
	

	       d.  Other Department Heads
	
	
	

	        e.  Other Key County Personnel
	
	
	

	2.  CE Personnel

        a.  Regional Director and Staff
	
	
	

	        b.  DANR Staff in Oakland
	
	
	

	        c.  Other County Directors
	
	
	

	        d.  Campus Deans for CE
	
	
	

	        e.  Program Leaders/Directors
	
	
	

	3.  Media

        a.  Newspaper Editors
	
	
	

	        b.  Radio Station Personnel
	
	
	

	        c.  Television Station Managers

              and Personnel
	
	
	

	         a.  List your major duties and/or responsibilities, including Affirmative Action.
	
	
	

	         b.  List areas of joint responsibility with other staff members.
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	Items to Discuss

Tasks to Do
	Resource Persons
	Target Date
	Date

Completed

	         c.  Identify required reporting activities, e.g., program narratives, annual reports, CASA, and DANRIS Effort.
	
	
	

	         d.  Discuss how you will be evaluated on the duties and responsibilities identified, e.g., management assessment, PR process – four criteria.
	
	
	

	3.  Calendar of County Extension Programs

         a.  Review the calendar of Extension programs with your county staff to determine those events or activities that involve you.
	
	
	

	4.  Program Methodology

         a.  Review roles of Advisor as educator.
	
	
	

	5.  Professionalism

         a.  Discuss professional image (behavior, attitude, and office relations)2
	
	
	

	6.  In-service Education Opportunities

         a.  Investigate educational and professional development opportunities within and outside the University
	
	
	


2See Appendix B

PROGRAM ASSIGNMENT

A new County Director’s program assignment is usually described during the job application process, but is dependent on how large the administrative duties are, and whether there are other academic staff in the county with a similar assignment (e.g., 4-H Youth Development).  During the first 12 months of the new job, the County Director works on creating a specific position description and plan of work that fits the needs of the local community and the job s/he was hired to perform.  The following checklist provides both materials and methods for getting started.

Objective:  Learn your role…your specific job duties and responsibility, as well as methods and approaches to conducting your program.

Resource Persons:  Regional Director and other County Directors.

When to Accomplish This:  During the first year.

	Items to Discuss

Tasks to Do
	Resource Persons
	Target Date
	Date

Completed

	1.  Extension Program Areas

a.  Review state, region, and/or county long-range plan and identify those areas which refer to your job responsibility
	
	
	

	b.  Spend time with experienced staff members in your county and surrounding counties to become familiar with their programs, educational and research methods used, and areas of expertise.
	
	
	

	2.  Job Description1

        a.  With Regional Director, develop and review a specific job description that identifies your duties, responsibilities, and relationships with other staff members.
	
	
	

	        b. List your major duties and/or responsibilities, including Affirmative Action
	
	
	

	        c.  List areas of joint responsibility with other staff members.
	
	
	

	        d.  Discuss how you will be evaluated on the duties and responsibilities identified (e.g., Management Assessment, Program Review process – four criteria.)
	
	
	


1See Appendix A for format
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	Items to Discuss

Tasks to Do
	Resource Persons
	Target Date
	Date

Completed

	3.  Calendar of County Extension Programs

         a.  Review the calendar of Extension programs with your county staff to determine those events or activities that involve you.
	
	
	

	4.  Program Methodology

         a.  Review roles of Advisor as educator.
	
	
	

	         b.  Discuss methods used (e.g., news letters, mass media, workshops, other)
	
	
	

	5.  Professionalism

         a.  Discuss professional image (behavior, attitude, and office relations)2
	
	
	

	6.  In-service Education Opportunities

         a.  Investigate educational and professional development opportunities within and outside the University
	
	
	


2See Appendix B

UCCE PROGRAM DEVELOPMENT PROCESS CHECKLIST

Objective:  Understand the UCCE program development process.

Resource Persons:  Primary leadership from Program Leader, Regional Director, and other County Directors or staff in the county/area.

When to Accomplish This:  During the first six months on the job.

	Items to Discuss

Tasks to Do
	Resource Persons
	Target Date
	Date

Completed

	1.  Study the Plan of Work in your county

a.  Determine if you will need to revise the current Plan of Work (POW) to better fit you.
	
	
	

	b.  Discuss any proposed changes with the county or area staff.
	
	
	

	        c.  If a POW is not present, develop with assistance from Regional Director/Program Leader.
	
	
	

	2.  Identify the program planning roles for each staff person to whom you will relate.
	
	
	

	3.  Identify clientele (individuals and groups) who will be important in assisting you with program planning.
	
	
	

	4.  Review program development and long-range planning processes.
	
	
	

	5.  Objectives

        a.  Analyze the meaning and implication of Extension’s mission in programming.
	
	
	

	        b.   Explore and identify those forces (social, political, economic, educational) which impact the development of your educational program.
	
	
	

	        c.  Understand levels and types of objectives.  Be able to write a measurable educational objective in terms of anticipated learner outcomes.
	
	
	

	        d.  Become familiar with resources available to assist staff members in understanding and implementing a program planning process.
	
	
	

	        e.  Develop skills in involving clientele, assessing needs, and understanding effective uses of educational networks.
	
	
	

	        f.  Develop and use skills to design a teaching/learning plan.
	
	
	


UCCE Program Development Process Checklist

Page 2

	        g.  Develop skills in planning, implementing, and using program evaluation.
	
	
	

	        h.  Explore issues involved with Equal Program Opportunity, Affirmative Action, and Program Planning.
	
	
	

	        i.  Understand the roles of different staff classifications in developing and supporting programs.
	
	
	

	6.  Workgroups

Identify appropriate ANR Workgroups of which you can become a member.**
	
	
	


**http://ucanr.org/internal/miscshow.cfm?unit=5320&misctype=Main_
SUPERVISION

Objective:  Understand responsibility and relationships of County Director as an administrator.

Resource Persons:  Regional Director, Assistant Vice President Administration, County Chief Administrative Officer (CAO), County Personnel Analyst, and other County Directors.

When to Accomplish This:  During the first month, on-going thereafter.

	Items to Discuss

Tasks to Do
	Resource Persons
	Target Date
	Date

Completed

	1.  Resources:  time, fiscal, personnel, facilities, and programs.
	
	
	

	2.  Those you supervise:

         a.  UC academics (County, cross-county, area)
	
	
	

	        b.  UC non-academic
	
	
	

	        c.  Special funded
	
	
	

	        d.  County staff
	
	
	

	3.  UC and County policies and procedures:

        a.  Review the UC ANR Administrative and Personnel Handbooks
	
	
	

	        b.  Hiring, orienting, training, evaluating, and terminating
	
	
	

	4.  Those who supervise you:

        a.  Regional Director

        b.  Vice President, DANR

        c.  Associate Vice President, DANR
	
	
	

	5.  Your relationship with:

        a.  County Board of Supervisors

        b.  County CAO

        c.  County Department Analysts
	
	
	

	6.  Transition from previous County Director style/practices:

        a.  On-going/pending issues

        b.  Fact finding

        c.  Solutions

        d.  Resolutions

        e.  Implementing change
	
	
	

	7.  Civil rights, Equal opportunity, and Affirmative Action:

        a.  UC ANR, Affirmative Action Director
	
	
	

	8.  Office conference


	
	
	

	9.  Staff retreat(s)


	
	
	

	10.  Orientation
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	11.  In-service education:

        a.  Professional improvement

        b.  Professional societies and/or associations
	
	
	

	12.  Evaluations:

        a.  Definite to indefinite status
	
	
	

	        b.  Annual Management Assessment
	
	
	

	        c.  Salary actions:

                Merit

                Promotion

                Acceleration
	
	
	

	13.  Counseling, coaching, and/or mentoring

        a.  Time management
	
	
	

	        b.  Stress management
	
	
	

	        c.  Program management
	
	
	


THE COOPERATIVE EXTENSION SYSTEM

Objective:  Understand explicit and implicit organizational values, norms, and standards

Resource Persons:  Other administrators.

When to Accomplish This:  During the first six-months, then on-going thereafter.

	Items to Discuss

Tasks to Do
	Resource Persons
	Target Date
	Date

Completed

	1.  Background of Land Grant University.

        a.  Philosophy of Extension

          Education, Methodology, Research
	
	
	

	        b.  Civil Rights, Equal Opportunity, and Affirmative Action
	
	
	

	2.  Organizational Charts1

         UC academics (County, cross-county, area)
	
	
	

	a. University of California (UC)

b. 
	
	
	

	        b.  Division of Agriculture and Natural Resources (DANR) http://ucanr.org/
	
	
	

	        c.  Regional Office(s)


	
	
	

	        d.  Agricultural Experiment Stations (AES)  http://www.aes.ucdavis.edu/
http://www.CNRBerkeley.edu/
http://cnas.ucr.edu/
	
	
	

	        e.  County government


	
	
	

	        f.  County Cooperative Extension office (CE)
	
	
	

	3.  CE Terminology and Acronyms2


	
	
	

	4.  CE Mission:

        a.  Academic freedom
	
	
	

	        b.  Academic Senate and Assembly Council
	
	
	

	        c.  Non-formal, research-based education
	
	
	

	        d.  Unbiased information
	
	
	

	        e.  Confidentiality
	
	
	

	        f.  Public policy education vs political involvement vs public relations
	
	
	

	        g.  Public service and subject matter responsibilities
	
	
	

	5.  Relationships:

        a.  Campus, departments, specialists
	
	
	

	        b.  University of California Office of the President in Oakland (UCOP)
	
	
	

	        c.  External Relations, Service units
	
	
	

	        d. Cross-county, Area assignments
	
	
	


1See Pages 31 – 36

2See Appendix C
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	Items to Discuss

Tasks to Do
	Resource Persons
	Target Date
	Date

Completed

	6.  County, CE image:

        a.  Political environment
	
	
	

	        b.  Issues and trends


	
	
	

	        c.  “Key Stakeholders and Early Adopters”
	
	
	

	        d.  Mass media relationships


	
	
	


PROGRAM PLANNING

Objective:  Understand and articulate program goals, objectives, measurement of attainment, and means for evaluating outcome.

Resource Persons:  Program Leaders, Regional Director, Vice President—Programs, other County Directors.

When to Accomplish This:  During the first three months, and on going.

	Items to Discuss

Tasks to Do
	Resource Persons
	Target Date
	Date

Completed

	1.  National CE Initiatives


	
	
	

	2.  ANR and CE Mission

hhtp://danr.ucop.edu/strategic/challenge/change7n8.htm
	
	
	

	3.  UC ANR Vision

http://danr.ucop.edu/strategic/challenge/change7n8.htm
	
	
	

	4.  Program Areas, PPAC, Regional Planning Groups


	
	
	

	5.  Workgroups


	
	
	

	6.  Job Description


	
	
	

	7.  County Long-range Plans (policies, AES considerations, programs, funding, personnel and staffing)

        a.  Predecessor’s plans
	
	
	

	        b.  Priorities


	
	
	

	        c.  Civil Rights, Equal Opportunity, Affirmative Action
	
	
	

	8.  Individual, group, and team plans


	
	
	

	9.  Reporting (DANRIS - EFFORT)


	
	
	

	10.  Advisory groups to you:

        a.  Formal
	
	
	

	        b.  Informal


	
	
	

	11.  Advisory groups you serve:

        a.  Formal
	
	
	

	        b.  Informal
	
	
	

	12.  Mentor(s)


	
	
	


UCCE OFFICES

Regional

County

REGIONAL OFFICE

The Regional Office is the administrative office for the Central Coast and Southern Region, Central Valley Region, and North Coast and Mountain Region.  The personnel in the Regional Offices support the county-based staff within the region, and the Regional Director in the areas of:  personnel management including academic and non-academic recruitment, salary increases, and leaves; budget development and planning, contracts and grants administration, purchasing, payroll, and travel reimbursement; and forms processing for the personnel and financial functions.

COUNTY OFFICE

The Cooperative Extension County Office is the informal, off-campus, educational arm of the University of California that provides the citizens of the county with information and educational programs.  Major program thrusts are Agriculture and Natural Resources, 4-H Youth Development, Nutrition, Family and Consumer Sciences, and Community Development.  The county office is administered by the County Director and staffed by UCCE Advisors and Support Staff.  The Advisors design programs and conduct, adapt, and deliver the results of research and new knowledge to people located in the county.

OFFICE PROCEDURES

KNOW YOUR OFFICE PROCEDURES

Resource Persons:  Co-workers, office manager, your secretary.

When to Accomplish This:  During the first two-week on the job, check them off in the order of immediate need/opportunity.

	Items to Discuss and Tasks to Do
	Resource Persons
	Target Date
	Date Completed

	1.  Daily routine

a.  Location of desk and files
	
	
	

	b.  Keys and information about the building and custodians
	
	
	

	       c.  Office hours
	
	
	

	       d.  Coffee breaks, lunch hours, etc.
	
	
	

	        e.  Parking arrangements
	
	
	

	        f.  Building security and lock-up
	
	
	

	        g.  Telephone procedures
	
	
	

	        h.  Incoming and outgoing mail
	
	
	

	2.  Office Procedures

        a.  Staff meetings & office conferences (dates, time, location)
	
	
	

	        b.  Non-profit mail requirements; other mail
	
	
	

	        c.  Secretarial responsibilities & procedures (typing priorities, preparing letters, filing, newsletters, signing letters, etc.)
	
	
	

	        d.  Discuss how to work with the secretary and what can be expected of him/her.
	
	
	

	        e.  Interoffice communication (routing mail, work slips, keeping office informed about schedules, etc.)
	
	
	

	        f.  Discuss expenditures & reimbursements covered by expense accounts, credit & telephone cards, tax identification number, program development funds, etc.
	
	
	

	        g.  Discuss county budget, record keeping, etc.
	
	
	

	h. Sure-pay procedure


	
	
	

	        i.  Use of county vehicles or mileage reimbursement.
	
	
	

	3.  Media

        a.  Newspaper Editors
	
	
	

	        b.  Radio Station Personnel


	
	
	

	        c.  Television Station Managers and Personnel
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	Items to Discuss Tasks to Do
	Resource Persons
	Target Date
	Date Completed

	4.  Office equipment and special procedures:
	
	
	

	· Learn how to operate office equipment
	
	
	

	· Learn how to reserve and operate audio-visual equipment
	
	
	

	· Distribution/circulation of mail, announcements, magazines, etc.
	
	
	

	· Other procedures unique to your office
	
	
	

	· Scheduling meeting rooms
	
	
	

	· Staff list
	
	
	

	· Regular newsletter(s) or mailing
	
	
	

	5.  Review these items in the office:
	
	
	

	· Filing system
	
	
	

	· List(s) of important program area contacts in CE Admin.  Handbook (located in county office)
	
	
	

	· Listings of AV materials available through University media and DANR Affirmative Action office
	
	
	

	6.  Available computer hardware and software
	
	
	

	7.  UC Injury and Illness Preventive Program
	
	
	

	· Safety and evacuation procedure
	
	
	

	7  Special Procedures:
	
	
	

	        a.  Sick leave
	
	
	

	        b.  Annual Leave
	
	
	

	        c.  University and County holidays
	
	
	

	        d.  Special emergencies (accident, family, etc.)
	
	
	

	        e.  Maternity/paternity leaves
	
	
	

	        f.  Sabbatical, Study, and Other Leaves
	
	
	

	        g.  In-service training days and funding
	
	
	

	       h.  Purchasing supplies
	
	
	

	        i.  Managing program funds
	
	
	

	        j.  Working with Faculty and Specialists in your program area.
	
	
	

	        k.  Procedures for obtaining technical assistance and educational resources
	
	
	


COUNTY DIRECTOR

RESOURCES

(The following pages will serve all County Directors as an excellent reference from Administration to Financial to Personnel to Marketing Cooperative Extension)

ADMINISTRATION

Business Contracts and Consultant Agreements

Contracts and Grants

Equipment Inventory

Gifts

Ledger Review
FINANCIAL ACCOUNTING

Business Cards

Cash Collections

Checking Accounts

Direct Charges/Reimbursements

Entertainment

Honorarium

Memberships

Purchasing and Invoices

Travel

UC Davis Bookstore

Central Storehouse

Seasonal Farm Labor

PERSONNEL

Benefits

Recruitment and Hiring of Staff Employees

Career Personnel Management – Probationary Period

Career Personnel Management – Merit Appraisal

Career Personnel Management – Reclassification

Personnel – Managing Career & Limited Appointments

Staff Payroll Time and Leave Recording

Layoff & Reduction in Time

Separation

Injury-Illness Reporting Workers’ Compensation
ADMINISTRATION, FINANCIAL, PERSONNEL

AND SUPPORT UNIT RESOURCES

ADMINISTRATION, FINANCIAL, PERSONNEL

AND SUPPORT UNIT RESOURCES

The following Administration, Financial, and Personnel information and forms can be found in more detail at the Regional websites.

· Central Coast and South Region:

http://ccsr.ucdavis.edu
· Central Valley Region:
http://cvr.ucdavis.edu
· North Coast and Mountain Region:
http://ncmr.ucdavis.edu
· UCCE Regional Procedures Guide; or ANR website:
http://danr.ucop.edu/admin-handbook.

If information is found on other websites, they are referenced in the body of the text.

ADMINISTRATION

UC BUSINESS CONTRACTS AND CONSULTANT AGREEMENTS

DEFINITIONS

Business Contract:  A formal contract between the University and an external company or individual to provide a service or product, i.e., lease of facilities and/or real property, services, and technical expertise.

Independent Consultant:  An individual or organization outside the University of professional or technical competence that provides primarily professional or technical advice to the University, i.e., trainer, editor, web design.

SUMMARY OF POLICY

Business Contracts are used for the following types of transactions:

· Lease or rental of real property.

· Use of non-University facilities, including entering non-University land for testing, collection of samples, or construction

· Use of proprietary materials such as published works, films, and University-owned software.

· Use or acquisition for goods or services, except for those goods and services customarily provided through the Purchasing Department.  NOTE:  If the other party does not present its own purchase order form and there is no need to establish terms and conditions (reimbursement for use of departmental supplies or services), a Special Sales/Service Authorization may be used.  (See Cash Collections.)

· Engagement of an independent consultant to render advice of a professional or technical nature.

· Engagement of performers or non-academic speakers for conferences or program events.  (Academic speakers are generally paid an honorarium.  (See Honorarium section.)

· Agreements for educational and/or training services.

· All business transactions for which the University is asked to accept a non-University contract or purchase order, regardless of the type of work being performed.

PROCEDURES FOR PROCESSING REQUESTS FOR BUSINESS CONTRACTS OR A CONSULTANT AGREEMENT

· Complete the Business Agreement Request and Data Sheet.  Complete all sections and a clear statement of the nature and purpose of the agreement.  The County Director must sign as Department Head.  The form is used for both Business Contracts and Consultant Agreements.  Attaching an outline of work to be performed or a copy of the other party’s agreement is extremely helpful.

· Consultant agreements require additional information.  Attach a specific list or definition of what the consultant is going to do following the criteria identified in Procedure & Policy 380-70, Exhibit A.  If a proposal has been submitted, attach it.  Never sign this proposal.  In general, be sure and give basics of Who, What, When, Where, and Why.

· Send all completed forms and attachments to the Regional Office for processing.

· You will receive a copy of the signed agreement when complete.

TIPS

· NEVER sign a contract on behalf of the University.  Forward all contracts to the Regional Office for processing.

· The UCD Business Contracts Office completes business contracts and consultant agreements.  Contracts are prepared and sent to the vendor/consultant and are not considered valid until signed and returned to their office.  You should allow two months for the process to be complete.  The contract or consultant agreement should always be signed and completed prior to the beginning of the service.

· If the County Director has signed a facility use agreement, the checking account can be used for payment.  If an invoice will come, forward for direct payment on your L account, or when additional liability language is required and you are not using the local checking account for payment, a Business Contract is required.

· Services (i.e., logo design, layout, temporary employment services, cleaning, crop destruction, etc.), no matter the dollar value, require a formal Contract (or sometimes a UC Purchase Requisition).

· An employee cannot be a contractor.  The general rule of thumb to identify the difference:  If the University has the right to supervise and control the performance and results of that performance, then an employer-employee relationship exists.  If the University has neither the right to control the results nor the manner of performance, then an Independent Consultant relationship exists.

· If you expect to pay an independent consultant more than $15,000 in any 12-month period, you will need to submit three or more proposals for review and a clearly written explanation of why you are selecting the chosen consultant.

CONTRACTS AND GRANTS

The ANR Office of Contracts and Grants (OCG) coordinates submission of proposals and acceptance of awards for externally funded grants and contracts for Cooperative Extension Advisors and statewide units of the Division of Agriculture and Natural Resources.  These include awards from federal agencies, the State of California, other state and local governments, foundations, corporations, and marketing boards.  Detailed information can be found at the website:  http://www.ucanr.org/mischow.cfm?unit=5100&misctype=Main_Page.

UC-ANR CONTRACTS AND GRANTS

DEFINITIONS

Contracts:  A contract is an agreement to provide tangible results, reports, or other “deliverable” items or to carry out a prescribed service for the direct benefit or use of the funding agency.

Grants:  A grant is an agreement to provide financial and other assistance for a public purpose and when no substantial involvement of the funding agency is anticipated during performance of the project.

Direct Costs:  Approximate expenses charged directly to the contract or grant to which they pertain.

Indirect Costs:  Indirect Costs (overhead) are a percentage charged to each applicable grant for actual expenses incurred by the University for associated administrative and facilities activities and costs

SPAF:  Sponsored Project Approval Form

SUMMARY OF POLICY

· All proposals for contracts and grants to outside agencies must be submitted in the name of the Regents, University of California.

· University policy requires that all proposals for funding of research, training, and public service projects submitted to the funding agency only by specifically authorized individuals and that contracts be executed and grants be accepted only by specifically authorized individuals.  For DANR, only the Associate Vice President and the Contracts and Grants Officer have this delegated authority.
· Proposals are considered potential legal and financial commitments made by the University of California to a funding agency.

· Proposals must be reviewed and approved by the Regional Office and DANR Contracts and Grants Office prior to being submitted on behalf of the University.

PRINCIPAL INVESTIGATORS (PI)

· Cooperative Extension Advisors have been granted UC “principal investigator” status through the Division of Agriculture and Natural Resources.  (Note:  Staff employees do not have PI status.)

· Principal Investigator status applies to proposals submitted through the University of California only:  Advisors may not serve as PIs on proposals submitted by other agencies.

· Principal Investigators are responsible for:

1. Conducting the specified research activities and maintaining scientific integrity.

2. Ensuring the proper use of project funds in accordance with University guidelines and the sponsoring agency’s terms and conditions.

3. Submitting the agency’s required technical report.

4. Advising the DANR Contracts Office and Regional Office when there are any changes in the agreements.

UC-ANR CONTRACTS AND GRANTS
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PROCEDURES

· Advisors complete the proposal, budget, and DANR Sponsored Projects Approval Form (SPAF).

· Proposal and SPAF are reviewed and approved (signed) by the County Director.

· Forward original SPAF and copy of proposal to the Regional Director for review and approval.

· Forward original proposal and copy of SPAF to DANR Contracts and Grants Office.

· DANR Contracts and Grants Office reviews and approves the proposal on behalf of the University and forwards proposal to the funding agency.

· When the fully executed agreement has been received, the DANR Contracts and Grants Office notifies the Principal Investigator (in writing) with copies to the County Director, Regional Office, and UCD Extramural Accounting Office.

· The Regional Office coordinates with the UCD Extramural Accounting Office to establish a new UCD DaFIS account for the project.

· The Regional Office notifies the Principal Investigator of the new account number.

UC EQUIPMENT INVENTORY

DEFINITION

All equipment that is owned by the University, or that is in the care and custody of the University is classified as inventorial or non-inventorial.  Inventorial equipment is defined as:

· A freestanding item costing $1,500 or more, with a life expectancy of one year or more; and

· Any item designated theft sensitive.  For UCCE, all computers are designated theft sensitive.

SUMMARY OF POLICY

· County Directors and Principal Investigators have primary responsibility for the care, maintenance, records, and control of material in their custody and/or all property acquired with University funds that are inventoried equipment.

· An Authorization for Movement or Removal of UC Property should be completed and filed in the County Office for all equipment that is regularly assigned to a location other than the County Office (such as, in an Advisor’s home) or regularly transported (such as a laptop computer).

· An annual physical check of all inventoried equipment in each county is required.  County Directors will receive an Inventory Register with instructions on conducting the inventory check.

PROCEDURES

· When new equipment is purchased, the county office will receive an Inventorial Equipment Acquisition Form to be completed and returned to the Regional Office for processing.  Attached to the form will be a Property Number sticker that must be affixed to the equipment.

· Requests to purchase theft-sensitive items (computers) must be sent to the Regional Office for processing as a Departmental Purchase Order (DPO) or Request for Purchase Order – checking accounts cannot be used to make these purchases.  A property number will be issued for these purchases.

· A Request for Disposition of Obsolete or Unusable Equipment Form is sent to the Regional Office for approval.  The request must be signed by the County Director.

· Obsolete or unusable equipment is to be disposed of either through the UC Davis Bargain Barn or as authorized through the local county equipment disposal process.

· Requests to donate obsolete or unusable equipment to a non-profit agency should be forwarded to the Regional Office for approval and may be granted on a case-by-case basis.  The UC property number decal must be removed from the equipment before it is donated.

· If equipment has been lost or stolen, a police report and a UC Property Loss Report Form must be submitted to the Regional Office for processing.  The equipment will be removed from your inventory. 

UC EQUIPMENT INVENTORY
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TIPS

· Equipment purchased on University funds is covered by the Basic Property Insurance Program.  An Additional Theft Insurance Program is available upon request through the Davis campus.  The current rate is $0.40/$100 or value annually.  The additional theft program is designed t lower, not eliminate, the deductibles of the Basic Property Insurance Program.

Type of


Basic Insurance

Additional Theft Insurance

Coverage


Policy Deductible

Insurance Policy Deductible


Forced entry theft


$1,000



$ 500


Non-forced entry theft


$5,000



$1,000

UC GIFTS

DEFINITION

Gifts are funds or property that are given to the University in support of a particular program or a particular Advisor’s research.

With a gift, the donor specifies the general program or research the money is given to support, but does not require the University to adhere to a strictly defined budget, a time frame, or to provide reports on how the funds were spent or the research conducted.

SUMMARY OF POLICY

· It is preferred that the gifts be accompanied by the donor’s written instructions showing evidence of the donor’s intent.  In the absence of a gift transmittal letter:  (1) the Advisor or County Director may submit a copy of other correspondence from the donor referencing the intended gift and its use: or (2) a letter may be prepared by the County Office (sample letters are available in the UCCE Regional Procedures Guide available at the Regional Office website) and sent to the donor requesting the donor’s signature.  This letter should be returned to the PI for inclusion in the gift packet that is sent to the Regional Office.

· Gifts of $999.99 or less are approved and officially accepted by the County Director.  (Sample letters available in the UCCE Regional Office website.)

· Gifts of $1,000 to $9,999.99 are approved and accepted by the Regional Director.  The Advisor or County Director usually sends a thank you or acknowledgement letter to the donor.  (Sample letters available in the UCCE Regional Office website.)  This letter may NOT imply official acceptance by the University.

· Gift donations of $10,000 or more are officially accepted by the DANR Assistant Vice President, Development Services.  The Advisor or County Director sends a thank you or acknowledgement letter to the donor.  The Regional Director reviews the gift documentation prior to forwarding to the Assistant Vice President for official acceptance by the University.  The Regional Director may also send an acknowledgement letter to the donor.

· Gifts-in-kind (non-monetary gifts) are processed in the same manner.  For tax purposes, the donor establishes the dollar value of the gift in their donation letter.  The IRS regulations prohibit the University from establishing the value of the gift.  The dollar value is not noted in the acknowledgement/acceptance letter.

PROCEDURES FOR PROCESSING GIFTS

· Deposit properly endorsed checks at your local branch of the Bank of America.  Include only checks received as gifts in the deposit; do not mix miscellaneous receipts with gift funds in your deposit.  (See Cash Collections section for instructions on depositing miscellaneous receipts—available on the website.)

PROCEDURES FOR PROCESSING GIFTS
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· Prepare Statement of Cash Collection form, indicating the amount(s) that should be credited to each various donors account.  Attach the original customer receipt provided by Bank of America to the Statement of Cash Collection.

· Prepare a separate Statement of Cash Collection for gifts made by credit card.  (See attachment “Guide to Processing Credit Cards.”)

· Prepare a gift packet for each individual conation.  (Small gifts can be grouped together into one gift packet.  Please contact your Regional Office for additional instructions.  (See “Tips” below.)  The gift packet contains the following:

1. Original Recipient’s Report of Tender of Gift form, signed by PI and County Director.

2. Original letter from the donor, plus two (2) copies of this letter.

3. One (1) copy of the PI/CD’s acknowledgement letter, for gifts of $1,000 or more.

4. Three (3) copies of the CD/s official acceptance letter, for gifts of $999.99 or less.

5. Original 730U (Principal Investigator’s Statement of Economic Interest), if the gift is $250 or more, plus two (2) copies of this form.

6. Three copies of the donor’s check.

The gift packet(s) should be attached to the Statement of Cash Collections showing the deposit of the funds in the packet(s) and sent to the Regional Office.

All gift checks that are received in the County Office between December 21 and January 09 (each year) are to be submitted to the Regional Office with their post-marked envelopes.  The documentation of the dates the gifts were mailed is used by the Accounting Office for tax reporting purposes.

TIPS

· All checks should be made payable to the Regents of the University of California.

· Gift checks must be immediately endorsed with the University’s deposit stamp and stored in a secure location until deposited

· Review the donor letter for contractual implications (mention of trade names, use of donor’s product, time-frames or reporting requirements).  If contractual implications are noted, contact the Regional Office.

· Up to twelve (12) various donations to the same account may be reported on the same gift packet only if each individual gift does not exceed $999.99.  If any single gift is $1,000 or more, a separate packet must be completed.  All checks must be alphabetically listed on a Various Donors Information Sheet.  Include the telephone number of the donor.

UC LEDGER REVIEW

DEFINITION

Administrative controls to safe guard University assets, assure the validity of financial transactions, and assure adherence to prescribed policies and procedures.

SUMMARY OF POLICY

· Departments shall review monthly the DaFIS Transaction Listing by Account and the Distribution of Payroll Expense to determine the validity of charges and credits to their accounts.

· A responsible staff member shall be assigned this task.

· The staff member shall document that the review has been performed by signing the departmental reviewer’s certification stamp and the departmental reviewer’s certification section printed on the last page of the payroll reports.

PROCEDURES FOR LEDGER REVIEW

· Each month, the County Office will print the DaFIS Transaction Listing by Consolidation reports for each active account for review.  For those accounts that have payroll transactions, Payroll Transaction reports will be forwarded from the Regional Office.  A Summary of Account Balances report should also be printed for review and certification.

· Ledgers must be reviewed on a monthly basis for accuracy.  Individual items posted on the Transaction Listing by Consolidation should be checked to assure that all charges and credits are valid.

· If you identify charges or credits that are inaccurate, circle them or mark up the ledger to identify the error and send the information to the Regional Office so the item(s) can be researched and corrected.

· Once the review has been completed, the County Director, PI, or Office Manager should sign and date the Departmental Reviewer’s Certification on the Summary Account Balances sheet, and file for future audit review.

PROCEDURES FOR USE OF DECISION SUPPORT

· County Directors, Advisors, and Office Managers have been given access to the Decision Support component of DaFIS.  This access can be used to review your ledgers or any given transaction on a daily basis.  Decision Support is a “view only” mechanism:  NO changes can be entered in the database.

· To access DaFIS Decision Support, log onto the website:  http://dafis.ucdavis.edu/.  On the left side of the page, click on “Decision Support.”  The first time you log into the system, it will recognize you as a new user and immediately send you the Decision Support New User Registration Page.  Please follow the instructions on this page for identification and password selection.  Once you complete this page and click the “Submit Information” button, you will be allowed to access the Decision Support module.

UC LEDGER REVIEW
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TIPS

· For all accounts, and specifically for contracts and grants, retain a copy of all transactions, including time sheets, forwarded to the Regional Office for processing.

· For contracts and grants, use a ledger sheet process to track daily expenditures and balances to assure that expenditures are within limits and as allowed through the approved grant budget.

· Attached is a list of the documents types reflected on your transaction listings, a list summarizing the DaFIS breakdown of sub accounts and consolidation levels, and a list of the most commonly used object codes for Cooperative Extension county operations to aid in your review of the transaction listings.

ANR BACKGROUND INVESTIGATION PROCEDURE

EMPLOYEES

VOLUNTEERS

ANR BACKGROUND INVESTIGATION PROCEDURE MANUAL

On March 15, 2002, Vice President Gomes announced the official issuance of the revised ANR Background Investigation Procedures Manual, which became effective July 01, 2002.  This manual updates and replaces two procedures manuals issued in 1999, ANR Employees—Background Screening Process & Procedures Manual and ANR Volunteers—Orientation, Screening & Fingerprinting Process.

Significant revisions include:

· Current California legislation, California Department of Justice regulations, useful contacts, and troubleshooting strategies are incorporated into the manual and/or provided in appendices.

· For ease of use, both the volunteer and the employee manual are integrated into one overall document with a common questions/answer section and appendix.

· All volunteers, regardless of ANR/CE program and current involvement with youth, must undergo background investigations, including DOJ clearance, prior to volunteer service.

· County Directors and other ANR/CE unit administrators have more specific guidance with regard to both volunteer and employee background investigations.  For example, a request for exception must now be approved by ANR administration prior to hiring an employee without background clearance.  The concept of provisional appointment is fully developed.

· The procedures for background clearance for records handlers are clearly identified in the employment manual.

· Live Scan procedures and required documentation are introduced and explained.

The revised ANR Background Investigation Procedures Manual can be found at:

http://oakland.ucanr.org/bipm/

4-H YOUTH

DEVELOPMENT

PROGRAM

POLICY AND PROCEDURES

4-H POLICY HANDBOOK

This handbook is developed for University of California Division of Agriculture and Natural Resources and 4-H Staff.  Its purpose is to set forth operating policies and procedures for the University of California 4-H Youth Development Program (4-H YDP).  The 4-H YDP operates within the guidelines, policies, and procedures of the University of California (UC), and the Division of Agriculture and Natural Resources (ANR), which encompass both the Agricultural Experiment Stations and Cooperative Extension.  As noted in this handbook, some policies and procedures of the United States Department of Agriculture (USDA) also apply.  To administer the 4-H YDP, 4-H staff should use this handbook, along with the Division of Agriculture and Natural Resources Administrative Handbook.  (An electronic version can be viewed on the Internet at:  http://danr.ucop.edu/admin-handbook/)

APPLICATION

The policies and procedures in all sections of this handbook apply to program activities under the direct purview of the Vice President—Agriculture and Natural Resources, who directs the Agricultural Experiment Stations and Cooperative Extension.  These policies cover campus and regional operations, county programs, and statewide activities and events.

This handbook applies to all administrators, Specialists, Advisors, Program Representatives, other support staff, advisory groups, volunteers, and youth associated with the 4-H YDP.

“4-H staff” is the term used throughout this handbook to denote 4-H Specialists, Advisors, Program Representatives, and county-paid staff hired to administer the 4-H YDP.

The policies given in this handbook are controlling on all 4-H Program operations.  The corporation known as the Board of Regents constitutes the highest administrative authority of the University of California.  The Regents have virtually exclusive rule-making or policy-making power in regard to the University and are fully empowered with respect to the organization and government of the University.

4-H POLICY HANDBOOK CONTENTS

Section 100:  Introduction and Purpose

Section 200:  The 4-H Team

Section 300:  Elements of Organization

Section 400:  Experiential Learning

Section 500:  Affirmative Action/Nondiscrimination

Section 600:  Business

Section 700:  Finance

Section 800:  Health and Safety

MASTER GARDENER PROGRAM ADMINISTRATIVE HANDBOOK FOR PROGRAM STAFF

MASTER GARDENER PROGRAM ADMINISTRATIVE HANDBOOK

FOR PROGRAM STAFF

The Master Gardener Program Administrative Handbook for Program Staff covers the policy and procedures that govern the University of California Cooperative Extension (UCCE) Master Gardener Program (MGP), an educational and public service component of the University of California Division of Agriculture and Natural Resources (ANR).  As an UCCE education program, the MGP is designed to teach and effectively extend information to address gardening needs in many communities throughout the State of California.  UCCE MGP volunteers promote the application of basic gardening practices through organized educational programs that transfer research-based knowledge and information.

The Handbook can be down loaded from the website:

http://oakland.ucanr.org/mgpah/

POLICY ON LICENSING AND PRACTICE AS A REGISTERED PROFESSIONAL FORESTER AND/OR CERTIFIED RANGELAND MANAGER
March 14, 2003

DIVISION UNIT MANAGERS

Re:
Issuance of New ANR Administrative Handbook Section 486, Policy on Licensing

and Practice as a Registered Professional Forester and/or Certified Rangeland Manager

Dear Colleagues:

I am pleased to officially announce the February 2003 issuance of a new section of the Agriculture and Natural Resources (ANR) Administrative Handbook.  Section 486 contains ANR policies and procedures pertaining to the licensing and practice as a Registered Professional Forester and/or Certified Rangeland Manager in University of California Cooperative Extension (UCCE) programs.  Developed by the ANR Natural Resources Program Leader and the three Regional Directors, working in conjunction with the Office of the Controller and Business Services (OCBS), the new policy has undergone extensive review by various groups and individuals within ANR and in the University Office of General Counsel.  This latter office was particularly helpful in clarifying those California forestry statues and rules derived from the Professional Foresters Law of 1976 are binding on the University and its employees that engage in the regulated activities.

As described in the new Section 486, the Natural Resources Program Leader and the Regional Directors will determine within 90 days of issuance of this policy which UCCE positions must be licensed or certified and at which level, Certified Rangeland Manager or Registered Professional Forester, and also develop an implementation plan for UCCE operations in the regions.

Section 486 addresses requirements for ANR county-based academic staff who are involved in disseminating information regarding the management of forest/rangeland/and forestland systems throughout California.  UCCE Specialists based on the Berkeley, Davis, and Riverside campuses also must be in compliance with state law if they are providing consultation to UCCE Advisors working with clientele regarding forested landscapes or providing consultation directly to the clientele.  Deans of the College of Natural Resources (Berkeley), College of Agricultural and Environmental Sciences (Davis), and College of Natural and Agricultural Sciences (Riverside) are expected to develop their own implementation plan, as appropriate, for UCCE Specialists and other University faculty involved in such activities.
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Consistent with previous practices, I am not making a wide distribution of hard copies of this new ANR policy.  Please ensure that individuals under your direction that may be impacted by it have access.  An electronic version of Section 486 can be accessed from:

http://danr.ucop.edu/admin-handbook/adm-400.html

The electronic version can also be accessed on the Web for the next month from the ANR Home Page (http://ucanr.org/internal) under Events and Announcements or by clicking successively from the ANR Home Page on Business Services and then on Administrative Policies & Business Contracts.

Please contact Coordinator Carol Omelich in OCBS if you have questions regarding this important new Section 486 on the ANR Administrative Handbook.  She can be reached at:  carol.omelich@ucop.edu or 510-987-0103.

Sincerely,

W.R. Gomes, Vice President

UC Agriculture and Natural Resources

cc:
University Counsel Birnbaum

Associate Vice President Vaux, Jr.

Assistant Vice President Lund

Controller & Business Services Director McGuire

Deputy to the Vice President Taber

Coordinator Gomez

Coordinator Omelich

Coordinator Riley

PREVENTING

IDENTITY THEFT
April 24, 2003

DIVISION UNIT MANAGERS

Re:
Preventing Identity Theft – New Legal Requirements for Computerized Personal Information

Dear Colleagues:

Effective July 01, 2003, a new California law (SB 1386) goes into effect designed to protect individuals from the growing crime of identity theft.  This law states a set of requirements for any agency or business keeping personal information on a computer system.  The law requires each agency to develop a plan for computer security and notification of anyone affected if that security is breached.

The law defines “personal information” specifically as follows, when an individual’s name is associated with any of this information:

1. Social Security Number

2. Driver’s License Number or State Photo ID Number

3. Credit Card or ATM Card Number, along with a PIN Number or Password

Although not specified in the law, other sensitive information increasing the risk of identity theft includes date of birth, passport number, health insurance number, security code, PIN numbers, password hints, and financial account numbers.

The law requires ANR to do three things:

1. Have a computer security plan in place

2. Have a notification plan in place

3. Notify anyone whose personal information has been or might have been released in a timely fashion.

The requirements apply to all unencrypted personal information on any computer system.  The requirements range from big databases to smaller lists of people in a text document on a personal computer.

In order to be adequately prepared for these new requirements that become effective on July o1, 2003, I ask that you take these precautionary steps.
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· Avoid storing computerized data that combines names with any of the personal information listed above.

· Conduct an inventory of databases and computer lists in your office that may have personal information as defined above.

· If you maintain systems with this information, remove the personal information.  If you must store personal information, please contact Controller and Business Services Director Jake McGuire or Communication Services Director Bob Sams for assistance.

As the Office of the President and ANR develop further guidelines and systems to support compliance with SB 1386, you will be kept informed.  Thank you for your cooperation in helping to protect our staff and clientele from identity theft.

Sincerely,

W.R. Gomes, Vice President

UC Agriculture and Natural Resources

cc:
Associate Vice President Vaux, Jr.

Assistant Vice President Lund

Assistant Vice President Laughlin

Director Sams

Controller & Business Services Director McGuire

Deputy Taber

Coordinator Omelich

FINANCIAL

PROCEDURES
BUSINESS CARDS

DEFINITION

University business cards for UC Cooperative Extension Advisors and staff employees.

SUMMARY OF POLICY

All UC Cooperative Extension Advisors and staff employees must order the ANR-approved ANR/UCCE style business cards in an effort to promote the identity of the Division of Agriculture & Natural Resources and Cooperative Extension.

PROCEDURES

· Complete a UCD Campus Copy Service Order form specifying the text, quantity, style #$, color of cardstock (white or gray), and account to be charged.

· Obtain County Director’s approval.

· Forward completed Campus Copy Service Order from to the Regional Office.

TIPS

· Proofread text of business card for accuracy.

· Recommend including name, title, county address, telephone number, FAX number, and e-mail address.  Web address is optional.

CASH COLLECTIONS

DEFINITION

To record income from sales and workshop fees received in the UCCE county offices.

SUMMARY OF POLICY

· Sales of goods or services to non-University users.

· These sales can be made only when such sales do not impair service t University users, are related to the University’s mission of teaching, research, and public services, and the goods or services are not reasonably available elsewhere and the sale is not otherwise inconsistent with University objectives.

NOTE:  This policy does not apply to the sale of ANR Publications.  (Follow their procedure for the sale and transmittal of ANR Publication sales receipts.), or to checks received as payments for grants.  Contact the Regional Office for instructions for handling checks received in payment of grants or contracts.

SECURITY AND CUSTODY OF CASH ASSETS

· All checks received should be immediately stamped with the Bank Stamp identifying your county.  Write the UC account number to be credited on the back of each check.

· Checks, coin, and currency kept overnight shall be placed in a safe or a locked receptacle kept in a properly secured area (e.g., a locked desk or cabinet in a locked office).

· Risk management standards call for the use of lockable receptacles or burglar-resistive safes to store coin or currency.

PROCEDURES FOR CASH COLLECTIONS

All receipts from sales and workshop fees are deposited at your local Bank of America.

· Complete a Cash Receipt Log listing all checks and cash under $10 received for a single purpose.  Example:  registration fees for a specific workshop and sale of a publication would need two separate logs.  “Purpose of” must be adequately completed (i.e., Master Gardener Workshop fees, or Nutrition Video sales).  You do not need to list the account name or number on this form.

CASH COLLECTIONS
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· Any individual check over $500 must have supporting documentation, i.e., approved Sales & Service Agreement or Business Contract.  Include authorization number or Business Contract number on receipt log.

· Complete the Cash Receipt for Departmental Sales for any cash over $10 received from one entity.  The receipt should be made out to the person or company from whom the money was received.  The original receipt goes to the individual.

· Complete the Bank of America Deposit form and deposit the receipts at your local Bank of America.  Make sure all checks are stamped with your county’s Bank of America stamp and the DaFIS account to be credited is written on the back of the check.  Be sure and get the computerized transaction record from the bank teller to forward with the appropriate forms to the Regional Office.

· The University may accept MasterCard, Visa, and Discover cards as payment of fees.  Any fees paid by credit cards must be deposited on a separate Statement of Cash Collections.  See attachment “Guide to Processing Credit Card Payment.”  Please be aware that your account will be charged 2% of the gross sale plus $0.65 per sales draft.

· Complete the Statement of Cash Collections and Receipts Issued:

· Line a):  Type “Log(s) Attached” above line and enter total amount from the log(s).

· Line b):  List any Cash Receipts (including voided ones) and enter total amount.

· Line c):  Enter the amount of the total deposit.  In the Account Name sections, identify the county and account name.  Several accounts may be listed for the total deposit.  Preparer should sign as well as the County Director.

· Forward the Statement and all attachments to the Regional Office for processing.

TIPS

· DO NOT sell surplus property, such as equipment and furniture.  (See Equipment Inventory section for disposition rules.)

· Sale of items purchased through extramurally funded grants and contracts must conform to the terms and conditions of those documents.

· All sales and reimbursement proceeds (including reimbursements for personal long-distance telephone calls and photocopies) are the property of the University and must be credited to the account charged with the cost of goods delivered or services rendered.

CASH COLLECTIONS
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· The charge made for sales of goods or services must recover full University costs.

· For transactions requiring a Special Sale/Service Authorization form, the County Director, Regional Director, and Campus must approve the form prior to the sale being made.  Once approval has been received, you will receive a copy of the form.  The authorization number on the form must be cited on the Cash Receipt Log.

CHECKING ACCOUNTS

DEFINITION

Official University checking accounts are authorized by the Treasurer of Regents of the University of California.  The checking accounts established for local use by the UC Cooperative Extension offices are special UC Revolving Fund bank accounts.

SUMMARY OF POLICY

· Treasurer of the Regents maintains central control over all UC cash transaction.

· Bank accounts can be established by only the Treasurer.

· Accounts are initially established by a cash advance from the Campus Revolving Fund.  As cash is disbursed from the account, through the reconciliation process, the account is reimbursed from the same Campus Revolving Fund.

· Authorized used of the checking account are:

· General petty cash type items

· Out-of-pocket reimbursements for purchases.  (Must comply with the purchase order requirements of UC Davis.)

· Small dollar value invoices (i.e., Federal Express and local vendors).

· Entertainment expenses

· Registration fees

· Utility/communication bills

· Casual farm labor

· Incentives to pay participants involved in a grant study

· In most instances, signature authorization will be limited to three individuals:  County Director, office manager, and one other academic (back-up to the County Director).

SECURITY AND CUSTODY OF CASH ASSETS

· Blank check stock must be kept under lock and key with access restricted to authorized agents.

· Inventory of the numerical sequence of the blank checks should be regularly conducted in order to identify missing checks.

· If determined that blank checks have been stolen, immediately report the sequence of check numbers that are missing to the Regional Office so that the bank can be notified.

CHECKING ACCOUNTS
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· Original checks voided for any reason must be sent in to the Regional Office with the bank reconciliation/reimbursement.

· Do not sign and issue blank checks.

PROCEDURES FRO PROCESSING RECONCILIATIONS

· The Revolving Checking Account Reimbursement Request form is used to summarize the account activity, is signed by the County Director, and should be forwarded to the Regional Office on a bi-weekly basis.  Account balances are recommended to have an average of two-weeks receipts.

· Reconciliation has three parts:

1. The duplicate checks

2. The original receipts and supporting documentation (if required)

3. The completed summary form

· The check duplicates should be in numerical order and should include any voided or returned check.  Receipts are grouped next in check numbered order.  Each page of original, itemized receipts must be clearly identified with its matching check number.  A receipt smaller than a half page must be taped to an 8½ x 11” sheet.  Multiple receipts for one check may be taped to the same page, spaced so that they can be clearly read.

TIPS

· When reimbursing for meals purchased, an Entertainment Expense form must accompany the receipt.  A copy of the form is attached.  For the name on the Entertainment Form, put “Reimburse Checking Acct., Ck#.  (See Entertainment section for policy on use.)

· Casual Farm Labor – An original signed Casual Labor Form must be submitted as a receipt for the check.  A signed I-9 Form (Employment Eligibility Verification) for the current calendar year must be on file with the campus accounting office.  (See Casual Farm Labor section for policy on use.)

· Incentives to pay participants involved in a grant study require a log of participant signatures and dates as receipt of payment.

DIRECT CHARGES/REIMBURSEMENTS

DEFINITION

A financial transaction in DaFIS is used to reimburse employees for program expenses, and to make direct payment for registration fees, insurance premiums, utilities, fee refunds, and other miscellaneous on-time payment items that are not part of the purchasing or travel programs.

SUMMARY OF POLICY

· Reimbursement to University and non-University employees for out-of-pocket expenses

· Refund workshop or training fees when a participant was unable to attend

· Payment of insurance premiums

· Utility payments (i.e., gas, electric, garbage, telephone)

PROCEDURES FOR DIRECT CHARGES

· Complete the Direct Charge, Check Request form, or approval stamp (for vendor invoices only) identifying vendor, purpose, and account to be charged, and obtain County Director signature.

· Original, itemized receipts must be attached for all reimbursements.

· For non-University employee reimbursements, you must include the individual’s Social Security Number, home address, and telephone number.

· Reimbursements for food purchases utilizing the Direct Chare or Check Request process is only for food that is purchased for demonstration purposes.  Use a stamp or write on the receipt that the food was “For Demonstration Purposes Only”.

· For fee refunds, attach a copy of the Cash Receipt or Log with their original payment highlighted.  If a refund is part of an agreement, attach a copy of the agreement specifying refund conditions (i.e., Master Gardener enrollment fees).  Completed registration forms that clearly identify cost must be attached for payment.

· Insurance premium forms must be attached that identify terms of coverage, group name, number covered, rate per person, and coverage dates.

· Original utility/telephone company invoices must be attached for payment.

DIRECT CHARGES/REIMBURSEMENTS
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TIPS

· When paying registration fees as a Direct Charge on a Check Request form, DO NOT also list them on the Travel Voucher.

ENTERTAINMENT

DEFINITION

Entertainment is defined as occasions when the judicious extension of hospitality, such as the provision of meals or light refreshments directly related to the active conduct of official University business, is in the best interest of the University.

SUMMARY OF POLICY

· Allowable expenses and activities:

· Administrative meeting directly concerned with the welfare of the University.

· Prospective appointee to a professional, administrative, or technical position.

· Official guest rendering service to the University.

· Faculty/Staff/Student meeting.

· University acts as the host or sponsor of a professional meeting or Cooperative Extension Workshop

· Entertainment expenses may be paid using a UCD Corporate VISA Card.

· Maximum Entertainment Reimbursement Rates (including tax and tip):

Breakfast:

$18.00

Lunch:


$30.00

Dinner:

$45.00

Light Refreshment:
$12.00

PROCEDURES

· Complete the UC Entertainment Check Request Form and indicate whether payment should be made:

· Directly to the vendor

· As reimbursement to the payer

· Directly to the UCD Corporate Visa Card.  (UCD will directly reimburse your VISA Corporate Card account for the approved entertainment expense.)

· Attach the list of participants

· Attach the original paid receipt or vendor invoice

· The host’s and the County Director’s signatures are required.

· Forward documents to the Regional Office for Regional Director’s signature.

ENTERTAINMENT
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TIPS

· Exceptions to the entertainment policy, such as those that exceed the established maximum rates, or entertainment costs associated with employee recognition functions, must be approved as an “exception” by the Regional Director.

· While on University travel status, do not buy meals for others unless it is a bona fide entertainment activity.  Travel policy requires that each traveler’s expenses be reported individually.

· Alcoholic beverages may not be purchased on State or Federal funds and many other University funds without prior approval.  Please contact your Regional Office to assure appropriate fund source prior to any alcoholic purchase.

· For administrative meetings to include lunch, they should take place over an extended period of time and the agenda should include a working meal to satisfy the requirement that the meal is part of a business function.  Reimbursement will not be allowed when two or more employees from the same work location choose to go to lunch together to continue their business as an incidental part of the meal, or when the meeting could have been scheduled during regular work hours.

HONORARIUM

DEFINITION

An honorarium is a payment or an award granted in recognition of a special service.

SUMMARY OF POLICY

All University employees as well as non-employees are eligible to receive honorarium payments.  Examples of honorarium payments are:

· Payment for a special lecture or short series of lectures.

· Payment for conducting a seminar or workshop of no more than a two-week duration.

· Payment for a guest speaker at a commencement exercise or similar function.

Honorarium payments may NOT be made for:

· An independent consultant—an individual or organization outside the University of proven professional or technical advice to the University in an independent contractor relationship.  (See Business Contracts section.)

· University Extension teaching.

PROCEDURES

· Honorarium payments to UC employees are authorized by processing a UC One-time Payroll authorization form and are subject to withholding for Federal and State income taxes and Social Security taxes.  This type of payment must be coordinated through the employee’s home department and UC Payroll Office.  Contact the Regional Office for more information.

· Honorarium payments to non-UC employees are requested on a Direct Charge or Check Request form.  An honorarium is payable only to an individual, not to a business, and requires a home address and Social Security number or tax ID number.

· County Director approval is required on all honorarium payment requests.

TIPS
· Check with the Regional Office for policy guidance before promising an honorarium payment.

· Travel, copying, and miscellaneous expenses are paid separately from an Honorarium (i.e., on a Travel Voucher or Direct Charge or Check Request form, with appropriate receipts attached.)

MEMBERSHIPS

DEFINITION

· It is the policy of the University to consider institutional membership in organizations that would promote the advancement of education and research, enhance the professional standing of its administrative personnel and facilitate favorable campus-community relations.

· Individual memberships in scholarly societies are considered to be personal responsibilities to be paid by the individual.

SUMMARY OF POLICY

· Membership fees shall not be paid to organizations that are primarily social.

· Membership fees shall not be paid to support any political action or activity.

· Memberships and employee participation in community organizations shall be held to the number necessary to achieve effective campus-community relations within a reasonable expenditure of funds.

· Departments may purchase an institutional membership in an organization to secure its periodicals, if the periodicals cannot otherwise be secured.  Such periodicals will become the property of the University rather than of an individual, and must be made available to all department faculty, staff, and students.

· All institutional memberships require prior approval of the Regional Director and must be paid by Direct Charge.

PROCEDURES

· The invoice or completed institutional membership form should be attached to a completed Direct Charge form, Check Request form, or stamp, approved by the County Director and forwarded to the Regional Office.

· Specific benefits to the local office, local programs, or clientele must be typed in the description section of the form.

PURCHASING AND INVOICES

DEFINITIONS

Departmental Purchase Order (DPO):  Department’s document used to formalize a purchase transaction with a vendor for supply items.  Current DPO maximum limit is $2,500 per vendor per day for supplies.  (DPO may not be used to purchase equipment.)

Departmental Repair Order (DRO):  Department’s document used to formalize a purchase transaction with a vendor for equipment repairs.  Current DRO maximum limit is $2,500 per vendor.

Equipment:  Any free-standing item having an acquisition cost of $1,500 or more (including tax and shipping costs), and a normal life expectancy of one year or more.

Purchase Requisition/Request for Purchase Order:  Department’s document used to request the UCD Purchasing Department to purchase goods or services from vendors for:  a) equipment; b) supply orders exceeding $2,500, and c) orders for services.

Emergency Order:  Any situation that requires immediate action or the placing of a purchase order because of critical equipment failure, public safety incidents, catastrophic events that pose a threat to life and/or property, or significantly increase the risk exposure of the University.

Unauthorized Purchase:  A commitment placed verbally or in writing to obtain goods or services prior to the formal issuance of a UC purchase document with proper authorizations.

SUMMARY OF POLICY

· The UCD Purchasing Department has re-delegated to departments portions of their authority to issue official orders for University procurement action.

· The department head is responsible for ensuring that requirements and restrictions governing direct purchase delegations are followed.  Failure to comply with such requirements and restrictions may result in cancellation of a department’s direct purchasing privileges.

· Purchases of supplies up to $2,500 per vendor per day (including tax and delivery charges) may be made at the departmental (county office) level with the exception of items on the “Theft Sensitive List” and “Excluded Items List.”

· Repair orders for services up to $2,500 may be made at the departmental (county office) level.

· Purchase orders for supplies exceeding $2,500 and ALL equipment items (see Equipment Definition above) must be placed by the UCD Purchasing Department ONLY.
PURCHASING AND INVOICES
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· All purchases of goods or services which require an official signature for contract and/or insurance liability issues must be processed through the UCD Purchasing Department (i.e., bus charters, hotel contracts for meetings, etc.)

· University credit, purchasing power, and facilities may not be used to purchase goods or services for individuals or for non-University activities.

· It is the policy of the University to separate an employee’s university and private interest and to safeguard the University and its employees against charges of favoritism in the acquisition of goods and services.  University employees who have a business relationship with, or financial interest in (including that of a near relative), or who have received or anticipate receiving gifts, honorarium, or research grants from a vendor under consideration must disclose the conflict of interest and remove themselves from the decision-making process.

PROCEDURES

For supply orders under the $2,500 per vendor per day policy which DO NOT fall under the “Theft Sensitive” or “Excluded Items” Lists:

1. Complete a Departmental Purchase Order and obtain County Director’s signature, and FAX, mail to, or telephone vendors.

2. When invoice is received, verify that goods have been received and that item prices, sales tax rate, and chipping charges are correct.

3. Forward approved Departmental Purchase Order and invoice to the Regional Office for processing in DaFIS.  Payment to the vendor will be generated by the UCD Accounting Office.

4. If using the UC Petty Cash Checking Account to pay the vendor directly, submit the approved invoice and copy of the Departmental Purchase Order form with the Checking Account Reconciliation Form.

For orders of items on the “Theft Sensitive” or “Excluded Items” Lists:

1. Complete a Purchase Order Request Form and obtain County Director’s signature.

2. Forward approved Request for Purchase Order to Regional Office for processing through the UCD Purchasing Department.

3. When invoice is received, verify that goods have been received and that item prices, sales tax rate, and shipping charges are correct by signing and dating the invoice or by completing your invoice approval stamp.
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4. Forward invoice to the Regional Office for processing in DaFIS.  Payment to the vendor will be generated by the UCD Accounting Office.

5. DO NOT use the UC Checking Account of personal funds to pay vendors directly for these purchases.  These orders must be processed through the DaFIS system as purchase orders in order to be recorded on the UC Equipment Inventory.

For repair orders up to $2,500:

1. Complete a Purchase Order Request form and obtain County Director’s signature and forward to the Regional Office.

2. Regional Office prepares Departmental Repair Order in DaFIS and will FAX the order for to the vendor.

3. When invoice is received, verify that goods have been received and that item prices, sales tax rate, and shipping charges are correct by signing and dating the invoice.

4. Forward approved invoice to the Regional Office for processing in DaFIS.  Payment to the vendor will be generated by the UCD Accounting Office.

For orders for ALL equipment, supplies over $2,500, service orders, and Repair Orders over $2,500:

1. Complete a Request for Purchase Order form and obtain County Director’s signature.

2. Forward approved Request for Purchase Order and any supporting documentation (quote, sole source justification, etc.) to Regional Office.

3. Regional Office will enter the request for purchase order information into DaFIS and FAX supporting documentation to the UCD Purchasing Department.

4. UCD Purchasing Department authorizes and places order with the vendor.

5. When invoice is received, verify that goods have been received and that item prices, sales tax rate, and shipping charges are correct by signing and dating the invoice, or by completing your invoice approval stamp.

6. Forward the approved invoice to the Regional Office for processing in DaFIS.  Payment to the vendor will be generated by the UCD Accounting Office.

PURCHASING AND INVOICES
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TIPS

· Purchases must be invoiced to the University of California.
· Refer to Purchasing Decision Chart for summary of delegations and exceptions.

· If you have an “emergency” purchasing situation, contact the Regional Office to coordinate a request for an Emergency Purchase Order form for the UCD Purchasing Department.

· The University has an exclusive agreement to purchase Steelcase Furniture.  Purchases may be made through the Purchasing Department or UCD Storehouse.  Furniture Design Services are also available.
· Unauthorized purchases made without the required approvals and documents may result in the individual’s responsibility for payment to the vendor.  Unauthorized purchases do require a request for an exception to the purchasing policy which must be approved by the Regional Director and then forwarded to the UCD Associate Vice Chancellor of Business and Finance for campus approval.
· University policy prohibits the purchase of goods or services from any employee or near relative of an employee—unless there has been a specific determination by the Purchasing Department that such goods or services are not available from other commercial sources or from the University’s own facilities.
· See “Checking Accounts” section for description of items that may and may not be paid using the UC Checking Accounts.
TRAVEL

DEFINITIONS

Reimbursable Travel Expenses:  Travel expenses that are ordinary, reasonable, and necessary to accomplish the official business purpose of University trips, such as transportation expenses, subsistence expenses, and registration fees.

Subsistence Expenses:  Expenses for meals and incidentals.

SUMMARY OF POLICY

· All official travel shall be properly authorized, reported, and reimbursed in accordance with University travel regulations.

· Travel expenses will be reimbursed on the bases of actual expenses for transportation, lodging, meals, and incidentals.

· University travel policies apply to all University academic and staff employees, interviewees, guest speakers, and all other persons whose travel expenses will be reimbursed by University funds.

· All official University travel shall be authorized prior to undertaking travel by the employee’s supervisor.

· Travel Expense Vouchers (TEVs) must be completed within 21 days after completion of the trip, except when travel is local, frequent, and continuous.  In this case, travel expenses can be submitted on a monthly basis.

REIMBURSEMENT RATES

Mileage Reimbursement Rate for Privately owned Vehicles:  $0.375 per mile.

Transportation Expenses:  Reimbursed for actual expense based on original receipt.

Lodging Expenses:  Reimbursed for actual expense based on original hotel bill.

Subsistence Expenses for Travel in Excess of 24 Hours:  Actual expenses for meals and incidentals will be reimbursed up to a maximum of $50.00 per day.  (There is no longer a provision for a “per diem” rate; reimbursement will be made based on actual expenses.)

TRAVEL
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Subsistence Expenses for Travel in Excess of 24 Hours:

Actual expenses for meals and incidentals will be reimbursed up to a maximum of $50.00 per day.  (There is no longer a provision for a “per diem” rate; reimbursement will be made based on actual expenses.)

Subsistence Expenses for Travel of 24 Hours or Less:

· Subsistence Expenses incurred during travel that occurs wholly between 7:00 a.m. and 7:00 p.m. in a single day shall not be reimbursed.

· Subsistence expenses incurred within the vicinity of an employee’s headquarters or residence shall not be reimbursed (i.e., lunch expenses).

· An exception; may be allowed for certain meals that are part of an event, e.g., actual luncheon costs at an organized conference or working meals served at a meeting site which is not covered by the conference fee.  In this case, a copy of the conference agenda and subsistence obligation must be submitted with the Travel Expense Voucher.

· Subsistence expenses incurred during travel that begins before 7:00 a.m. or ends after 7:00 p.m. and lasts more than 10 hours but less than 24 hours, may be reimbursed for actual expenses up to a maximum of $33.00 per day.

Foreign Travel:

· Foreign travel shall be reimbursed in accordance with the Federal Maximum Travel Per Diem Allowances.

· Per Diem rates are designated by location (city or area) on a monthly basis.  Current foreign per diem rates may be obtained through the website, http://travel.ucdavis.edu/.

UCD CORPORATE VISA CARD PROGRAM

· The US Bank Corporate VISA Card program is available to UCD employees with University business expense needs.

· The Corporate VISA Card account is limited to use for official University travel-related and entertainment expenses only.

· UC Davis will directly reimburse your Corporate VISA Card account only for the approved travel expenses documented on the Travel Expense Voucher.
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· The Corporate VISA Card is a personal credit card issued in the name of the individual traveler.  Statements are issued to the individual and are due and payable in full each month.  You are personally responsible to assure that all payments are made.

· The Corporate VISA Card may be used to obtain cash advances at any VISA Member Bank location.

· Central Travel System is another feature of the Corporate Card Program available for using local (Davis) travel agencies and charging airline tickets directly to University accounts.

PROCEDURES

· UC Travel Advances UTILIZING the Corporate VISA Care Program:

1. Use the Corporate VISA Card to pay for approved travel expenses in advance of the trip such as airfare.

2. Use an ATM machine at any VISA Member Bank location to obtain cash advances.  Up to two cash advance fees (2.5% or $2.00 minimum/$10 maximum) will be reimbursed per week.  A minimum $80 cash advance is recommended.

3. List the cash advances and cash advance fees on the Travel Expense Voucher – VISA Version.

· UC Travel Advances NOT Utilizing the Corporate VISA Card Program:
1. Travel advances from the UCD Accounting Office are available only on an exceptional basis under the following circumstances:  a) the traveler is not eligible to participate in the Corporate VISA Card Program; b) the traveler has not yet received the UC Corporate VISA card; c) for group travel arrangement; or d) a unique circumstance which justifies an exception to policy (such as foreign travel).

2. Requests for an exception to obtain a UC travel advance must be approved by the County Director and forwarded to the Regional Office for the Regional Director’s approval.

3. A travel advance must be itemized on the Travel Expense Voucher.

UC TRAVEL EXPENSE VOUCHERS

· UC Travel Expense Vouchers USING the Corporate VISA Card Program:

1. Complete the Travel Expense Voucher—VISA version within 21 days of completion of the trip.
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2. Itemize all travel-related expenses, provide account(s) to be charged, departure and arrival times/dates, personal car license number, and traveler’s signature.

3. List any cash advances and cash advance fees as separate line items in section 18-A.

4. If the total expenses are more than the total cash advances and cash advance fees, either:  a) issue a US Bank First Check to yourself for the difference, or b) withdraw the appropriate cash amount using an ATM machine and include this amount in section 18-B.

5. If the total expenses are less than the total cash advances and cash advance fees, write a personal check made payable to the UC Regents for the difference and submit with the Travel Expense Voucher

6. All Travel Expanse Vouchers must be signed by the County Director

7. Forward approved Travel Expense Vouchers and supporting documentation to the Regional Office.

· UC Travel Expense Vouchers NOT Utilizing the Corporate VISA Card Program:

1. Complete the Travel Expense Voucher within 21 days of completion of the trip.

2. Itemize all travel-related expenses, provide account(s) to be charged, departure and arrival times/dates, personal car license number, and traveler’s signature.

3. Original receipts (required for transportation and lodging) must be taped to 8.5” x 11” sheets.  Credit card receipts that are itemized may serve as original receipts.

4. All Travel Expense Vouchers must be signed by the County Director.

5. Forward approved Travel Expense Vouchers and supporting documentation to the Regional Office.

TIPS

· Original receipts must be provided for transportation and lodging expenses

· Receipts for lodging must show a “zero” balance due (reflecting that the bill has been paid by the traveler).

· University employees may not be reimbursed for expenses paid on behalf of other persons.

TRAVEL
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· Reimbursements for mileage for privately-owned vehicles:

· The origin and destination of each trip must be indicated on the Travel Expense Voucher.  If a summarized number of miles report is indicated for a period of time (i.e., monthly) on a Travel Expense Voucher, a daily log of the miles driven and the origin and destination points must be submitted.

· Mileage driven between the employee’s residence and headquarters (“commuting expense”) shall not be reimbursed.

· If traveling from the employee’s residence to a meeting or field site, the number of miles in excess of the number of miles traveled to headquarters may be reimbursed.

· Mileage from an employee’s home to a common carrier (airport or train station) when beginning or ending a trip may be reimbursed.

· Any miles driven for personal business during the course of the day when on University travel should be documented and subtracted from the number of miles submitted for reimbursement by the University.

· Employees should utilize the University agreements with car rental agencies and hotels (see web-site:  http://travel.ucdavis.edu/.  Loss damage waiver insurance is included when using these UC car rental agreements.

· When renting cars outside the UC agreement, optional insurance expenses will not be reimbursed.  (Exception:  for foreign travel, optional car rental insurance is a reimbursable expense.)

· When processing travel documentation for foreign travel, the foreign per diem rates and currency conversions should be obtained from the links provided on the Travel@UCDavis we-site at:  http://travel.ucdavis.edu/.  Make sure you include the site where you got the information in the “remarks” section of the Travel Expense Voucher.

· UC is now able to take advantage of the State of California discounted airfare agreements.  Special BTA accounts have been established at all Davis travel agencies.  For further information, including fare rates, available city pairs, and participating travel agencies, see the UC Davis Accounting and Financial Services web-site at:  http://travel.ucdavis.edu.

TIPS FOR USING THE UC DAVIS CORPORATE VISA CARD

UC Davis initiated the use of the US Bank Corporate VISA Card and VISA checks as a mechanism for financing University related travel and entertainment expenses for UCD employees so that they are not financing these expenses personally.  All the standard University travel and entertainment policies apply when using the Corporate VISA Card.

· The VISA Card is to be used ONLY for University related travel and entertainment.
· It is NOT to be used for any other University or personal purchases.
Tips for Completing the Travel Expense Voucher:

1. Save all receipts when paying with the VISA card.  Meal receipts or receipts for incidental expenses less than $25.00 do not need to be included with the travel voucher, but records of the exact amounts spent are needed to complete the voucher so the payment to the VISA account will be correct.
2. Timely completion of the travel voucher is critical.  UC policy states that travel vouchers are to be completed within 21 days of the completion of the trip.  When using the VISA card, it is highly recommend that travel vouchers be completed within 10 days of the completion of the trip.  This will facilitate prompt payment of the VISA account.

3. Check the PAY VISA box at the top of the Travel Expense Voucher and include your VISA account number.  If the box is not checked, the University will issue the check to the employee and the employee will need to pay VISA.

4. When paying travel expenses in advance of the trip, complete a Travel Expense Voucher for this portion of the trip immediately upon receipt of confirmation of your credit card payment.  For example, a traveler might purchase an airline ticket or pay a registration fee far in advance of the actual trip.  Once confirmation of the credit card payment is received, complete a PAY VISA travel voucher for these expenses.  When the trip is completed, file a second travel voucher for the remaining expenses incurred during the actual trip and attach copies of the previous vouchers for reference.

5. Write a VISA Check to reimburse yourself for any expenses included on the travel voucher but NOT paid with the VISA card.  The handling process through the UC Davis Accounting Office is simpler and faster if all expenses on the voucher are paid to VISA rather than some to VISA and some to the traveler.
6. Review and save the VISA card statement each month.  Make sure that each expense listed on the VISA statement has been accounted for on a Travel Expense Voucher or Entertainment Check Request.
TIPS FOR OBTAINING CASH ADVANCES ON THE UCD CORPORATE VISA

1. Cash Advances may be obtained at any ARM machine displaying the “VISA” or “PLUS” logo—both foreign and domestic.  Up to two cash advance fees will be reimbursed per week for a week-long trip.  Cash withdrawal minimum is $80 and the maximum is $300 per transaction.

2. Cash availability limit is $1,000 with your VISA account in current status.  US Bank considers both cash withdrawn from an ATM and VISA checks written against your account when calculating the cash available.  For example, if you write yourself a VISA check for $600 and then withdraw $300 cash at an ATM, there is only $100 left for the month.  This includes the checks that you write to yourself to zero out any travel vouchers that have been processed during that month.  The $1,000 is an open account balance; if your travel voucher goes through and clears the $600 and the $300 that you already used, your available balance would be back up to the $1,000 for your next trip.  The key to working with this limit is to have timely submission of travel vouchers so that the account is always in current status.

Tips for completing Box 18 on the Travel Voucher—“Recap of the US Bank VISA Charges”:

· Box A – Total of all items charged on the VISA card

· Box B – Total of all ATM cash advances including the ATM fees

· Box C – total of all VISA checks written

With the items in the proper box, the spreadsheet version of the Travel Expense Voucher will calculate the VISA finance fee and insure that the correct payment is made to the VISA account.

Tips for Completing an Entertainment Check Request:  (NOTE:  a VISA check may be written to a vendor that does not accept VISA cards)

1. Save the detailed receipts.  These are required as supporting documentation for the Entertainment Check Request.

2. Timely completion of the Entertainment Check Request is critical.  We recommend that the Entertainment Check Request be completed within 10 days of the event.
3. Include PAY VISA and your VISA account number at the top of the Entertainment Check Request.  If this step is missed, the University will insure the check to the employee and the employee will need to pay VISA.
4. Review and save the VISA card statement each month.  Make sure that each expense listed on the VISA statement has been accounted for on a Travel Expense Voucher or Entertainment Check Request.
UC DAVIS BOOKSTORE

DEFINITION:

The UC Davis Bookstore offers books, computers, and office supplies to both on- and off-campus departments

SUMMARY OF POLICY:

· Departments receive a 5% discount over list price on Bookstore purchases.

· The Bookstore has a full catalog available; departments can call them directly at:  530-752-6846 to order the catalog.

· All UC Purchasing Policies apply to Bookstore purchase orders, including the $2,500 purchasing limit.

· Orders costing in excess of $2,500 must be placed through the regular purchasing process as outlined in the Purchasing Section of this handbook.

PROCEDURES:

· On supply orders below $2,500, complete the Bookstore Purchase Order form and forward to the Regional Office for approval and processing.

· For all other purchases (over $2,500, equipment and any computer regardless of price), complete the Purchase Order Request form and submit to the Regional Office for processing through the UC Davis Purchasing Department.

TIPS:

· Outside vendors might provide better prices on computer equipment and software orders so check prices at the Bookstore and also get other quotes.

· For theft-sensitive items, refer to the Purchasing Procedures.

· UC has a contract for software vendors—contact the Regional Office for information.

UC DAVIS CENTRAL STOREHOUSE

DEFINITION:

The UC Davis Central Storehouse offers office supplies, furniture, and lab supplies to both on- and off-campus departments.

SUMMARY OF POLICY:

· Storehouse provides UC departments with supplies at bulk pricing rates.

· Storehouse purchases are not limited to the low-value purchasing limit ($1,500 per vendor per day).

· The Storehouse will ship purchases to off-campus locations at no charge.

PROCEDURES:

· The Central Storehouse Catalog is available on the UC Davis Purchasing World Wide Web server:

· Select:  http://ucdmm.ucdavis.edu/CentralStoreHouse/central_strhse1.html The UC Davis Materiel Management screen will appear.

· Select Catalog for a complete list, along with pictures of available items.

· When you have found an item, clicking on its catalog number will display its price.

· Complete a Central Storehouse Order form listing the quantity ordered, catalog number, unit issue and description, account number(s) to be charged, and delivery location.

· After obtaining County Director approval, send completed form to the Regional Office for processing.

TIPS

The University has an exclusive agreement to purchase Steelcase Furniture that can be ordered through the UCD Storehouse.  Call:  530-752-5980 for information and pricing.

CASUAL FARM LABOR

DEFINITION

Temporary employment for a few days duration of casual farm laborers for agricultural labor related to UC research activities.

SUMMARY OF POLICY

· The Casual Farm Labor procedure may be used only for employment of persons who fulfill all of the following conditions:
· They are employed in connection with the cultivating of soil or the raising and harvesting of agricultural and horticultural commodities.

· They will earn less than $1,500 from the University within the calendar year.

· They are 16-years of age or older and, if between the ages of 16 and 18, have presented a Work Permit to the employing officer.

· Wages for Casual Farm Labor are based on established local pay rates.  The established pay rates may be obtained from the nearest State Employment Development Department Office or comparable agency.

PROCEDURES

· Employment Eligibility Verification Form (U.S. INS Form I-9) must be completed and signed by the farm laborer and the employing officer prior to beginning work.

· A Casual Farm Labor Employment Record is completed indicating the dates and hours worked, rate of pay, and amount paid.  This form must be signed by the laborer, the Advisor supervising the laborer, and the County Director

· Each farm laborer who is a U.S. citizen must sign the State Oath of Allegiance that is printed on the reverse side of the Casual Farm Labor Employment Record.

· Payment methods:  a0 Write a check from the UC checking account and submit Casual Farm Labor Employment Record and I-9 Forms as supporting documentation; or b) Forward completed Casual Farm Labor Employment Record and I-9 Forms to the Regional Office for processing in DaFIS.  (A check will be generated to the laborer from the UCD Accounting Office.)

TIPS

· If continued employment of a laborer is anticipated, the individual should be hired as a University employee and paid via the University Payroll method.

· The University’s Near Relative Policy prohibiting the supervision of a near relative also applies to the Casual Farm Labor Employment method.

· Be sure the person is not currently a UC employee (in DANR or with any other UC campus department).
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