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Confidentiality, Fraud, Civil Rights, and State Hearit , Division 20, Chapter 20-005 et seq.

County Responsib ty, Chapter 20-007 et seq. Special Investigative Unit, Chapter 20-008 Law

—.forcement . [ficials, and MPP Division 21, Chapter 21-100, et seq., “Nondiscrimination in
erally Assisted Programs;” and

WHEREAS, it is the intent of the parties hereto that all activities conducted under this MOU be
in conformity with all applicable Federal, State, and local laws.

I YW THEREFORE, the parties hereto mutually agree as follows:

ARTICLE I

Scope of Services: Welfare fraud creates a burden for taxpayers by increasing the cost of public
assistance programs. By reducing welfare fraud, the County of El Dorado increases public
confidence in the welfare system and ensures that funds are available to those who are truly
eligible for assistance. ...erefore, in a mutual effort to reduce or eliminate welfare fraud in the
County, the Departments agree to the following:

A. Mutual Responsibilities of Departments

1. Departments shall cooperate in establishing and maintaining a vigorous, viable
program of fraud control in the County of El Dorado including the investigation and
prosecution of individuals who commit fraud against CalWORKSs, CalFresh, CMSP,
and other public assistance programs.

2. partments shall ensure maximum cor ' -ation between their respective staff to
ensure each Department’s ability to achieve the mutually beneficial goals and
objectives of welfare fraud control, including but not limited to prevention, detection,
and prosecution.

3. Departments shall establish, implement, monitor, and, as appropriate and approved by
both Department h¢ 's or des modify changes to internal processes and
procedures necessary to ensure the efficient, effective, and cooperative performance of
welfare fraud control activities pursuant to this MOU.

4. Departments shall comply with State reporting responsibilities.

5. Departments shall keep a copy of this approved and executed MOU and all associated
documents in their files.

B. Responsibilities of DA

1. DA shall provide two (2) full-time equivalents (FTE) Investigators to conduct
investigative (“Investigator”) services on referred welfare fraud allegations.

2. The DA ' ™ also provide prose: ‘ion (“Prosecutor”) functio d on n
basis, the support of a Legal Secretary in pursuance of welfare fraud control activities
in El Dorado County on behalf of HHSA by cooperating in establishing and
maintaining a vigorous, viable program of fraud control in CalWORKSs, CalFresh,
CMSP, or other public assistance programs.

3. As appointing authority and employer of Investigators, Prosecutors, and Legal
Secretaries, DA shall retain responsibility for selection, hiring, training, supervision,
monitoring (including staff performance), and terminations of staff assigned to or
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associated with assisting HHSA, and shall ensure said staff has appropriate experience
to handle the tasks herein required.
DA’s responsibilities with regard to Investigators shall include but not be limited to:

a.

b.

Ensuring the availability of two full-time Investigators at HHSA locations as
de mined and requested by HHSA.
Providing each said Investigator with a computer and related software and
equipment (“computer equipment”) necessary for the performance of activities
hereunder.
1. DA shall install and maintain computer equipment retained at Investigators’
designated workspace.
ii. Access to other systems specifically required and provided by HHSA shall be
maintained by HHSA.
DA shall providle HHSA with a liaison at DA to communicate comments or
concerns regarding Investigators’ performance. Said DA liaison shall be an
Investigator supervisor and/or manager. Communications between DA liaison
and HHSA may be made in person, by telephone, or in writing. Comments by
HHSA are intended to provide a prompt update of the successful or unsuccessful
resolution of all performance issues regarding Investigators. In absence of any
written or verbal concerns, the DA shall assume that Investigators’ performance is
satisfactory.
DA shall provide information to the designated HHSA liaison of Investigators’
regular work hours and any planned or unplanned absences. Upon HHSA
request, DA shall provide written report(s) detailing case investigation and
prosecution data including but not limited to fully loaded hourly wage, time, and
expenses spent on individual case(s). Said report shall be provided to HHSA
within ten (10) days of initial request.
DA shall provide assurance that Investigators shall conform to the reasonable
rules and regulations applicable to other County staff working at the HHSA sites
including but not limited to the use of facility alarm systems, restrictions
regarding computer system use, visitor access to buildings, etc.

Investigators shall, in the course of performing their responsibilities on behalf of
HHSA:

a.

Locate and interview witnesses to and persons suspec ~ of welfare fra -

violations, obtain and present facts and evidence to support prosecution of

suspected welfare fraud violations, and perform other services as required to
ensure compliance with the provisions of the C..SS Manual of Policies and

Procedures Confidentiality, Fraud, Civil Rights, and State Hearings, Division 20,

Chapters 20-007 “Special Investigative Unit” and Chapters 20-2008 “Law

Enforcement Officials,” California Penal Code § 830-832.16, and/or other

Federal, State, and Local regulations and laws as applicable to the investigation

and prosecution of suspected welfare fraud. More particularly,

i. Investigators shall check DA C-IV (public assistance computer system) inbox
on a daily basis for new fraud referrals to ensure that California Department of
Social Services Form DPA 266 accurately reflects fraud investigation and
prosecution activity in the County of El Dorado (see Exhibit A, marked
“Fraud Investigation Activity Report DPA 266,” as may be revised or
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il.

1il.

v.

Vi.

Vii.

substituted by the State from time to time, incorporated herein and made by

reference a part hereof).

Investigator shall set and use the C-IV task setting functionality for any

referral that requires a follow-up, thereby assuring required tasks are

followed-up by set task due * "e. C-IV investigation notes shall be kept up to
date so both HHSA and the Investigator’s Supervisor are kept appraised on
the status of all referrals under investigation.

- Je Investigators’ Supervisor shall monitor the C-IV Over Due task reports

monthly and work with the investigator to remedy any overdue tasks or assure

there is documentation noting the reasons for a delay in case actions.

If potential welfare fraud information is received from a source other than

HHSA, Investigators shall inform the designed HHSA liaison at the time of

the referral. Should HHSA determine that a welfare fraud referral and action

is warranted by DA, HHSA will enter and assign a referral request into the C-

IV system.

(a) Investigators shall not participate in any investigation or activity for
which HHSA funding or reimbursement shall be sought, without said
prior written approval.

Upon receiving written approval from HHSA, Investigators shall take prompt
and decisive steps to assess, investigate, and establish the facts regarding any
HHSA -referred situation in which it appears that reason exists to suspect fraud
or potential fraud against the CalWORKs program, CalWORKs-related
programs, CalFresh, CMSP, or other public assistance programs by one (1) or
more beneficiaries of those programs. Said investigation may include but not
be limited to instances when eligibility is being determined, or when benefits
are being received, or have been received on the basis of incorrect,
incomplete, or false data. When said investigation reveals probable cause
exists to suspect fraud against the CalWORKSs program, CalWORKs-related
programs, Ca.. .esh, CMSP, or other public assistance programs by one (1) or
more beneficiaries of those programs, Investigators shall refer for prosecution
and DA shall review and possibly prosecute the person(s) suspected to have
committed said fraud.

Investigators shall provide designated HHSA liaison with all findings and

resolutions and/or dispositions of each referral received, including referrals

not received from HHSA, along with a summary of facts and access to
evidence collected to the fullest extent allowed by law.

Investigators and/or Legal Secretaries shall prepare and maintain complete

records on all fraud investigation activities.

(a) Investigators and/or Legal Secretaries shall update electronic case records
by updating case status and notes to accurately reflect caseload size.

(b) Investigators and/or Legal Secretaries shall, at the request of HHSA,
gather and submit all data and information, including but not limited to the
provision of up-to-date case lists of welfare fraud cases currently under
investigation or in the process of being prosecuted, that may be required
by HHSA for the administration of programs and preparation of reports
required by CDSS or other governmental entities Said requests for
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10.

11.

information, reports, lists or other documentation shall be provided within
the timeframe specified by HHSA at the time of each request.

Prosecutors shall, in the course of performing their responsibilities:

a. Review and possibly file criminal charges when DA investigation reveals
sufficient evidence exists to suspect fraud against the CalWORKs, CalFresh,
CMSP, or other public assistance programs by one or more beneficiaries of those
programs.

b. Prosecute the person(s) alleged to have committed said fraud.

DA’s responsibilities with regard to Investigators and Prosecutors access and

attendance at various miscellaneous welfare fraud-related events shall include but not

be limited to:

a. Investigator and Prosecutor access and attendance at various welfare fraud-related
events including, but not limited to trainings, committees, and meetings, shall be
requested in writing from appropriate HHSA liaison no less than ten (10) working
days prior to attending any event for which reimbursement from HHSA or a

SA funding stream will | sought. Said sought reimbursements may include
but shall not be limited to registration costs, tuition, materials, staff time, per
diems, mileage, accommodations, various other travel expenditures, etc. Requests
for written approval to attend HHSA-related trainings that are submitted less than
ten (10) days in advance of the training shall require the written approval of both
the DA or his designee and either the HHSA Director, Assistant Director, or Chief
Fiscal Officer, and

b. All HHSA-approved travel expenses such as lodging, meals, mileage, etc., shall
be in accor’ ce with Exhibit B, n~ *:ed “Board of Supervisors Policy Number
D-1,” incorporated herein and made by reference a part hereof.

DA shall provide testimony or provide other required or requested evidence related to

welfare fraud investigations in criminal proceedings.

DA shall providle HHSA with a DA organizational chart that shall reflect the most

current chain of command for DA Invest  tors and Prosecutors assigned to work on

welfare fraud control activities. If changes are made to said organizational chart, DA
shall provide an updated version to the HHSA liaison as soon as the changes become
effective.

DA shall provide new employee training and continuing education refresher trainings

to HHSA staff, as required, to ensure compliance with the provisions of the CDSS

Manual of Policies and Procedures Confidentiality, Fraud, Civil Rights, and State

Hearings, Division 20, Chapter 20-005. DA also shall provide special trainings as

requested or as required in the prevention and detection of welfare fraud to all program

staff and first-line supervisors, utilizing curricula approved by the CDSS, and as
available from ( 3S. More ' ‘icularly, once per year, DA sl " provide new

employees with eight (8) hours of training. Twice per year, DA shall provide four (4)

hours of continuing education refresher training for ongoing employees. Said

continuing education refresher training shall be held twice per year in South Lake

Tahoe and twice per year in Placerville. Upon mutual agreement and dependent upon

availability, the South Lake Tahoe trainings may be accomplished by video conference

from the Placerville oftice.

DA shall be subject to audit and review for compliance by any agency of the State or
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[

Federal Government involved in the administration of these programs.

A shall maintain parody with t| workload of new referrals coming in, with referrals
;1r ~ closed, to avoid back-logs. This MOU includes funding to support two full-time

investigators and legal secretary support to support HHSA’s and DA’s mutual goal of

maintaining a vigorous, viable program of fraud control in the County of El Dorado,

including the investigation and prosecution of individuals who commit fraud against

CalWORKSs, CalFresh, CMSP, and other public assistance programs.

C. Responsibilities of HHSA

1.

2.
3.

10.

11.

HHSA shall assess current open cases and refer potential fraud cases that require
investigation to the DA.
HHSA shall refer new potential fraud cases to the DA.
HHSA shall provide the DA with pertinent case information needed to facilitate
welfare fraud investigation and prosecution activities.
HHSA shall provide Investigators with a HHSA liaison at assigned site(s) to provide
on-site Investigators with operational  iis” ce and support.
HHSA shall provide on-site Investigators with access to a work area and access to a
client interview space that protects both Investigator and client confidentiality and
safety. More specifically:
a. HHSA shall identify locations at which to station on-site Investigators and shall
provide said Investigators with a dedicated workspace and appropriate furnishings
as needed in order to conduct welfare fraud investigation related business (e.g.,
workstation/desk, chair, telephone, shelving units, and access to standard office
equipment such as a copy machine and fax machine normally provided to County
employees as required to complete their assigned duties). Requests for non-
standard equipment or supplies must have prior review and written approval by
the appropriate HHSA Program Manager and Director, Assistant Director or
Chief Fiscal Officer.
HHSA shall provide access to pertinent program records including, but not limited
to, client identifying information, relevant court documentation, and general
information that would contribute to HHSA-approved welfare fraud investigation
and prosecution activities.
HHSA shall provide access to a computer network that stores information that
contributes to welfare fraud investigation activities.
HHSA shall communicate comments or concerns regarding Investigators’
performance to DA liaison. Communications between HHSA and DA liaison may
be made in person, by telephone, or in writing. Comments by HHSA are intended
to provide a prompt update of the successful or unsuccessful resolution of all
performance issues regarding Investigators. In absence of any written or verbal
concer the DA shall assume that Investigators’ performan« issati = :tory.
HHSA shall provide opportunities for DA to participate in multidisciplinary
meetings, department staff meetings, and/or related activities as they apply to
welfare fraud or welfare fraud control, including the investigation and prosecution
of welfare fraud to ensure appropriate networking with all relevant program staff.
HHSA shall provide Investigators with an orientation to policies and safety
procedures specific to HHSA operations.
HHSA shall monitor program operation/performance without actual supervisory
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oversight of Investigators.

12. HHSA shall retain primary responsibility for all other functions associated with
ongoing we e fraud control activities, inc® *°  but not limited to collections, fair
hearings, processing of overpayments, and clearing employment reports as they
relate to CalWORKs, CalFresh, CMSP, or other public assistance programs
provided by HHSA in accordance with provisions of the California Department of
Social Services Manual of Policies and Procedures Confidentiality, Fraud, Civil
Rights, and State Hearings, Division 20.

13. HHSA shall retain responsibility for all HHSA program staff associated with
welfare fraud control activities as they relate to CalWORKSs, CalFresh, CMSP, or
other public assistance programs provided by HHSA.

14. SA shall provide coordination of fraud training to HHSA personnel by DA,
including but not limited to provision of training location, identification of staff
requiring fraud training, and documenting training.

ARTICLE 11
Te—- This MOU shall become effective when fully executed by all parties hereto and shall
expire three (3) years from the date thereof.

ARTICLE III

Compensation for Services: For the purposes of this MOU, the funding for Investigators and
Prosecutors shall not exceed $450,000 per Fiscal Year (FY) based upon direct time study hours
plus a 10% overhead on salary, in accordance with Office of Management and Budget (OMB)
“Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal
Awards” (Super Circular). The rate shall not exceed 10% of direct salaries, excluding overtime,
shift premiums, and fringe benefits.

Funding for Legal Secretaries shall not exceed $26,000 in wages and benefits, per FY, based
upon direct time study hours. The 10% indirect costs (i.e., administrative costs) shall not apply
to Legal Secretaries.

r 2 purpor of this M™7J, 7 : Fis ") s* " be defii " as a continuous twelve-month
period that shall begin July 1 of each calendar year and shall end the following June 30.

ARTICLE IV
Maximum Obligation: The maximum contractual obligation under this MOU shall not exceed
$1,428,000.00 for all of the stated services during the term of the MOU.

ARTICLE V

Fiscal Provisions:

A. State, Federal, and local funding shall be available only for salaries and benefits of DA
Investigators, Prosecutors, and Legal Secretaries performing CalWORKs, CalFresh, CMSP,
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or other public assistance programs criminal investigations and prosecutions on behalf of
HHSA and pursuant to this MOU. Funding shall include appropriate indirect costs that
have received prior written approval from HHSA Director, Assistant Director, or Chief
Fiscal ~ *icer and as it directly relates to said investigation and prosecution activities, and
incon .ance with the Article titled “Compensation for Services.”

(1) In accordance with HHSA policy and procedures, all overtime must be pre-
approved in writing by HHSA Program Manager (see Exhibit C marked “Overtime
Request.”).

(2) Requests for overtime work will only be approved if adequate funding is available
and overtime is necessary to complete time sensitive work or to respond to
emergencies.

(a) Said overtime will only be approved for payment by HHSA if Investigators
or Prosecutors worked 40 hours for HHSA during that work week.

(b) Overtime shall be defined as any time worked beyond forty (40) hours in
one work week. “Time worked” shall not be defined to include
administrative leave, vacation, sick leave for work related illness or injury,
or sick leave.

(3) Compensatory time off in lieu of overtime pay is not permitted.

\ Investigators, Prosecutors, and Legal Secretaries shall prepare time studies to be used to

ocate their salaries and benefits to the applicable HHSA program(s). DA Investi ors,

Prosecutors, and Legal Secretaries time studies must be completed on a continuous basis
each day during the quarterly claiming period. Time must be recorded in fifteen (15)
minute increments according to program linkage of the area under investigation. All time
studies are to be submitted in a timely manner to HHSA in accordance with HHSA
instructions with a copy retained in the DA’s files for future audit purposes.

DA shall invoice HHSA for Investigator, Prosecutor, and Legal Secretary services rendered
on behalf of HHSA on a quarterly basis and shall provide a standard statement detailing all
completed investigative and prosecution activities that shall include but not be limited to the
following information. NOTE: Activities related to Medi-Cal are not billable.

(1) Referral date

(2) Case name

(3) C-IV case number

(4) Program (CalWORKSs, CalFresh, CMSP, etc.)

(5) Investigator name

(6) Activity type (im ition, prosecution, field wvisit, report writing, court
appearance, etc.)

(7) Hours worked

(8) Current status (i.e., under investigation, pending prosecution, closed, etc.)

Each Fiscal Year’s fourth (4) quarter invoice submission (June) must be received by HHSA
no later than June 10 of that FY in order to ensure payment for services to DA are rendered
in the same FY as services were provided.

Costs must be claimed on the appropriate HHSA Administrative Expense Claim as a direct
purchase of service and identified to the appropriate program. These claims are subject to
State and Federal audits, and any disallowed costs shall be refunded to HHSA by the DA.

In consideration of the DA’s performance of the foregoing in a satisfactory manner, HHSA
agrees to pay the DA quarterly in arrears via a Journal Entry (JE) upon receipt of itemized
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invoices and time studies from the DA in the amount equal to the DA’s cost of performance
hereunder. As required with each JE, the DA shall include documentation of the cost
distribution among the CDSS CalWORKSs, CalFresh, or other public assistance programs.
DA shall notify HHSA of the amount due prior to submitting a JE, shall obtain written
approval to journal said charges, and forward the completed JE to Auditor with a signed

copy of JE to HHSA.
G. If during the term of this * "~ the total not-to-exceed funding allocation is different from
it identified under the ¢ titled “ " ympensation for Services,” HHSA shall inform the

DA and County Chief Administrative Office of the approved, budgeted allocation for
investigative activities for that particular FY within ten (10) days of receipt of notice from
the State.

H. At the beginning of each FY during the term of this MOU, HHSA shall inform the DA of
the budgeted allocation for investigation, prosecution, and legal secretary activities for that
FY. If the budgeted allocation or the Board of Supervisors’-approved allocation is in an
amount different than that identif ° in the Article titled “Compensation for Services,” this
MOU shall be amended to reflect the new allocation amount. If the DA exhausts the
current FY’s allocation prior to the end of said FY, the DA shall discontinue further welfare
fraud-related services for that FY and shall notify HHSA of said discontinuation.

ARTICLE VI

Mandated Reporter Requirements: The parties acknowledge and agree to comply with
mandated reporter requirements pursuant to the provisions of Article 2.5 (commencing with §
11164) of Chapter 2 of Title 1 of Part 4 of the California Penal Code, also known as ‘“The Child
Abuse and Neglect Reporting Act,” and the Welfare and Institutions Code § 15630 et seq.,
related to elder and dependent adults, as applicable.

ARTICLE VII

Aud /7 ""rnia State Auditor: DA acknowledges that contracts involving the expenditure
of public funds in excess of $10,000 are subject to examination and audit by the California State
Auditor pursuant to Government Code § 8546.7. DA shall provide Federal, State, or County
authorities with access to any books, documents, papers, and records of DA, which are directly
pertinent to this specific MOU for the purpose of audit, examination, excerpts, and
transcriptions. In order to facilitate these potential examinations and audits, DA shall maintain
all books, documents, papers, and records necessary to demonstrate performance under this
MOU for a period of at least three (3) years after final payment or for any longer period required
by law.

A_TICI VIII

Continuous Operation: DA shall operate continuously throughout the term of this MOU with
at least the minimum number and type of staff required to meet applicable Federal, State, and
County requirements, and which are necessary for the provision of services hereunder.

I
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ARTICLE IX

Changes to MOU: This MOU may be amended by mutual consent of the parties hereto. Said
amendments shall become effective only when in writing. Either party may notice the other
party of their intent to terminate this MOU upon ninety (90) days written notice to the other or
when HHSA funding for the specific program or services ceases. Notices to DA regarding a
change in funding must be made within ten (10) days of receipt of notice from the State. In the
event of termination by HHSA, the DA shall receive compensation for any services performed
throv "1 the effective date of termination. Either party, upon written mutual consent, may
immediately cancel this MOU.

ARTICLE X
Nondiscrimination:  Assurance of compliance with County of El Dorado’s HHSA
nondiscrimination in State and Federally assisted programs requirement as follows:

1 ISA and DA hereby agrees that they shall comply with Title VI and VII of the Civil Rights
Act of 1964 as amended; Section 504 of the Rehabilitation Act of 1973 as amended; the Age
Discrimination Act of 1975 as amended; the Food Stamp Act of 1977, as amended, and in
particular Section 272.6; Title II of the Americans with Disabilities Act of 1990; California Civil
Code § 51 et seq., as amended; California Government Code §§ 11135-11139.5, as amended;
California Government Code §§ 12940 (c), (h) (1), (i), and (j); California Government Code §
4450; Title 22, California Code of Regulations section 98000 — 98413; Title 24 of the California

> of Regulations, Section 3105A(e); the Dymally-Alatorre Bilingual Services Act (California
Government Code §§ 7290-7299.8); Section 1808 of the Removal of Barriers to Interethnic
Adoption Act of 1996; and other applicable Federal and State laws, as well as their implementing
regulations [including 45 Code of Federal Regulations (CFR) Parts 80, 84 and 91, 7 CFR Part
15, and 28 CFR Part 42], by ensuring that employment practices and the administration of public
assistance and social services programs are nondiscriminatory, to the effect that no person shall,

scause of ethnic group identification, age, sex, color, disability, medical condition, national
origin, race, ancestry, marital status, religion, religious creed, or political belief be excluded from
participation in or be denied the benefits of, or be otherwise subject to discrimination under any
program or activity receiving Federal or State financial assistance; and hereby give assurance
that it shall immediately take any measures necessary to effectuate this MOU.

This assurance shall be given in consideration of and for the purpose of obtaining any and all
Federal and State assistance; and HHSA and the DA hereby gives assurance that administrative
methods/procedures which have the effect of subjecting individuals to discrimination or
defeating the o :ctives of the CDSS MPP Chapter =~ “Nondiscrimination in Federally Assisted
Prc ams,” shall be prohibited.

By accepting this assurance, HHSA and the DA agrees to compile data, maintain records and
submit reports as required, to permit effective enforcement of the aforementioned laws, rules and
regulations and permit authorized CDSS and/or Federal government personnel, during normal
working hours, to review such records, books and accounts as needed to ascertain compliance. If
there are any violations of this assurance, CDSS shall have the right to invoke fiscal sanctions or
other legal remedies in accordance with Welfare and Institutions Code § 10605, or Government

Page 11 of 14 15-034» BMb of 31



C : §§ 11135-11139.5, or any other laws, or the issue may be referred to the appropriate
fe  al agency for further compliance action and enforcement of this assurance.

This assurance shall be binding on HHSA and the DA directly or through contract, license, or
other provider services, as long as it receives Federal or State assistance.

County policy is intended to be consistent with the provisions of all applicable State and Federal
laws.

ARTICLE XI

Confidentiality: HHSA and DA shall protect from unauthorized disclosure names and other
identifying information concerning person(s) receiving service(s) pursuant to this MOU, except
for statistical information not identifying any person(s). HHSA and DA shall not use such
information for any purpose other than carrying out HHSA and DA’s obligations under this
MOU. HHSA and DA shall promptly transmit to the County all requests for disclosure of such
information not originating from the person(s). HHSA and DA shall not disclose, except as
otherwise specifically permitted by this MOU or authorized by the person(s), any such
information to anyone other than the County, except when subpoenaed by a court. For the
purpose of this paragraph identity shall include, but not be limited to, name, identifying number,
symbol, or other identifying particular assigned to the person(s), such as fingerprint, voiceprint
or photograph.

HHSA and DA further agree that they will protect all confidential information received
including, but not limited to, Protected H *h "-“ormation (PHI) and Personally Identifiable
Information (PII) (collectively hereinafter referred to as “Confidential Information”) as required
of County by applicable laws and regulations, including the Health Insurance Portability and
Accountability Act (HIPAA) of 1996 and the regulations promulgated thereunder and no less
rigorously than Agency or Department protects its own Confidential Information. Specifically,
HHSA and DA shall implement, maintain and use appropriate administrative, technical, and
physical security measures to preserve the confidentially, integrity, and availability of all
Confidential Information, be it verbal, electronic, or hardcopy, as required of County by
plicable laws and regulations. HHSA and DA mutually agree to allow auditing of processes
and premises at any time, upon reasonable notice given. In the event of a security breach
covered under applicable state and federal laws, HHSA and DA shall immediately inform MOU
Contract Administrators of the breach and take all necessary and reasonable steps to prevent any
further disclosure or use. HHSA and DA will cooperate fully with any data breach forensics and
notification steps deemed necessary or appropriate to comply with the requirements of the law.

1 1SA and DA further agree, upon termination, cancellation, expiration, or other conclusion of
this MOU, within thirty (30) days to return or, if return is not feasible, destroy and not retain any
copies of any and all Confidential Information that is in its possession. Further, DA shall furnish
HHSA with an appropriate Certificate of Destruction of any and all Confidential Information that
is in its possession.

The obligations of this Article shall survive termination or expiration of this MOU.
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ARTICLE XII

Change of Address: In the event of a change in address for HHSA’s or DA’s principal place of
business, HHSA or DA shall notify the other in writing, pursuant to the provisions contained
herein this MOU under the Article titled “Notice to Parties.” Said notice shall become part of
this MOU upon acknowledgment in writing by the appropriate Contract Administrator, and no
further amen aent of the MOU shall be necessary provided that such change of address does not
conflict with any other provisions of this MOU.

ARTICLE X1
Notice to Parties: All notices to be given by the parties hereto shall be in writing.

Notices to HHSA shall be addressed as follows:

COUNTY OF EL DORADO

HEALTH AND HUMAN SERVICES AGENCY
3057 BRIW ROAD

PLACERVILLE, CA 95667

ATTN: CONTRACTS UNIT

Or to such other location as HHSA directs.
1 Htices to the DA shall be addressed as follows:

COUNTY OF EL DORADO

DISTRICT ATTORNEY’S OFFICE

515 MAIN STREET

PLACERVILLE, CA 95667

ATTN: VERN PIERSON, DISTRICT ATTORNEY, or SUCCESSOR

Or to such other location as the DA directs.

ARTICLE XIV

Administrator: The County Officer or employee with responsibility for administering this
MOU on behalf of Health and Human Services Agency is Patty Moley, Program Manager II, or
SUCCEessor.

The County Officer or employee with responsibility for administering this MOU on behalf of the
District Attorney is Vern Pierson, District Attorney, or successor.

ARTICLE XV

Authorized Signatures: The parties to this MOU represent that the undersigned individuals
executing this MOU on their respective behalf are fully authorized to do so by law or other
appropriate instrument and to bind upon said parties to the obligations set forth herein.
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IN WITNESS WHEREOF, the parties hereto have executed this Memorandum of
Un rstanding #345-M1511.

HEALTH AND HUMAN SERVICES AGENCY

By: Dated:

Don Aasmon, vi.r.A.
rector
Health and Human Servic ~ Agency

DISTRICT ATTORNEY’S OFFICE

& \["’0/\/  1ited:

vern Pierson
District Attorney

HL
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Exhibit "B"

COUNTY OFI'" DOR* ™, CALIFORNIA
BOARD OF SUP"™VISORS POLICY

Uou\l\ah LI 8 Vub] A VUAALARIW/A A ueu?mnber:
(-1 Page 1 of 13
TRAVEL Date Adopted: Revised Date:
12/22/1987 10/20/2009
BACKGROUND:

This policy applies to County officers and employees as well as members of boards and
commissions required to travel in or out of county for the conduct of County business. This policy
also provides for expenses of public employees from other jurisdictions when specifically

referenced in policy provisions set forth below.

For ease of reference, tt  Travel Policy is presented in the following sections:

General Policy
Approvals Required
Travel Participants and Number

Mode of Transport

o k O DD~

Reimbursement Rates

a. Maximum Rate Policy
b. Private Auto

C. Meals

d. Lodging

e. Other

Advance Payments
Compliance Responsibility of Claimant
8. Procedures
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Subject: Policy Number Page Number:
D-1 Page 2 of 13
TRAY™™, Date Adopted: Revised Date:
12/22/1987 10/20/2009
POLICY:
1. General Policy

a.

County officers and employees should not suffer any undue loss when
required to travel on official County business, nor should said individuals

gain any undue benefit from such travel.

County officers or employees compelled to travel in the performance of
their duties and in the rvice of the County shall be reimbursed for their
actualand1 :essary penses fortransportation, parking, tolls, and other
reasonable incidental costs, and shall be reimbursed within maximum rate
limits established by the Board of Supervisors for lodging, meals, and
private auto use. “Actual and necessary expenses” do not include alcoholic
beve 3

Travel arrangements should be as economical as practical considering the
travel purpose, traveler, time frame available to accomplish the travel
mission, available  1sportation and facilities, and time away from other
duties.

Employees must obtain prior authorization for travel, i.e., obtain approvals

before incurring costs and before commencing travel.

Receipts are required for reimbursement of lodging costs, registration fees,
public transportation and for other expenses as specified, or as may be
required by the County Auditor-Controller.
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Requests for tray  authorization and reimbursement shall be processed
using forms specified by the County Auditor and Chief Administrative
Office.

The Chief Administrative Officer may, at his or her sole discretion, authorize
an exception to requirements set forth in this Travel policy, based on
extenuating circumstances presented by the appropriate, responsible
department head. Any exception granted by the Chief Administrative Office
is to be applied on a case-by- ;e basis and does not set preced t for
future policy unless it | ;5 been formally adop | by the Board of

Supervisors.

2. Approvals Required

a.

Department head approval is required for all travel except by members of
the County Board of Sup visors. Department heads may delegate
approval authority when such specific delegation is approved by the Chief
Administrative Officer. However, it is the expectation of the Chief
Administrative Officer that department heads take responsibility for review

and approval of travel.

Chief Administrative ~ fic  approval is required when travel involves any of
the following:

(1)  Transportation by common carrier (except BART), e.g., air, train,
bus.

(2) Carrental.
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d. Non-County [ sonnel travel expenses are not normally provided for since

only costs incurred by and for county officers and employees on county
business are reimbursable. However, reimbursement is allowable for county
officers (elected officials and appointed department heads) and employees
who have incurred expenses for non-county staff in the following

circumstances.

(1)  Meals for persons participating on a Human Resources interview
panel when deemed appropriate by the Director of Human

Resources.

(2) Conferences betv :n County officials and consultants, experts, and
public officials other than officers of Dorado County, which are for
the purpose of discussing important issues related to County

business and policies.

(3) Transportation expenses for a group of County officers and
employees and tt r sultants, and experts on a field trip to gain

information nece:  y to the conduct of County business.

(4) Lodging expenses for non-county personnel are NOT reimbursable
except wt 1 sp ial circun ces are noted and approved in
advance by the Chief Administrative Office. Otherwise, such

expenses must be part of a service contract in order to be paid.

4. Mode of Transport

a. Transportation shall be by the least expensive and/or most reasonable

means available.
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Private auto reimbursement may be authorized by the department head for
county business travel within county and out of county. Reimbursement
shall not be authorized for commuting to and from the employee’s
residence and the employee’s main assigned work site, unless required by
an executed Memorandum of Understanding between the County and a
representing labor organization, or one-time, special circumstances

approved by a department head.

Out of county travel by county vehicle or private vehicle may be authorized
if the final destination of the trip does not exceed a four (4) hour driving
distance from the County offices. Any exception to this policy must receive
prior approval from the Chief Administrative Officer. If air travel would be
more economical, but the employee prefers to drive even though travel by
car would not be in the County’s best interest, the County will reimburse
transportation equal to the air travel; transpo *‘ion costs over and above
that amount, as well as any extra days of lodging and meails, etc., will be

considered a personal, not reimbursable cost of the traveler.

Common carrier traa =~ mi be in “Coach” class unless otherwise
specifically authorized in advance by the Chief Administrative Officer.
Generally, any costs over and above coach class shall be considered a

personal, not reimbursable expense of the traveler.

(1)  Rental cars may be used as part of a trip using public transportation
if use of a rental car provides the most economical and practical
means of travel. The use of a rental car must be noted on the Travel

Authorization in advance and authorized by the Department Head
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and Chief Administrative Officer. Justification for the use of the
rental car must accompany that request. Rental car costs will not be
reimbursed without prior authorization except in the case of
emergencies. Exceptions may be granted at the sole discretion of
the Chief Administrative Officer or designated CAO staff.

5. Reimbursement Rates

a.

a. Maximum rates for reimbursement may not be exceec | unless due to
special circumstances documented by the department head and approv |
by the Chief Administrative Officer. The amount of any reimbursement
above the maximum shall be at the sole discretion of the Chief
Administrative Officer.

Private Auto

Travel by private auto in the performance of “official County business” shall
be reimbursed at the Federal rate as determined by the Internal Revenue
Service.

Mileage for travel shall be computed from the employee’s designated work
place. If travel begins from the employee’s residence, mileage shall be
calculated from the residence or work place, whichever is less. (For
example, an employee who lives in Cameron Park and drives to a meeting
in Sacramento, leaving from the residence will be paid for mileage from the
residence to Sacramento and back to the residence.)

The mileage reimbursement rate represents full reimbursement, excluding

snow chain installation and removal fee, for expenses incurred by a County
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officer or employee (e.g., fuel, normal wear and tear, insurance, etc.) during

the use of a personal vehicle in the course of service to El Dorado County.
Meals

Actual 1l expenses, within maximum allowable rates set forth below,
may be reimbursed routinely out-of-county travel, and for in-county
overnight travel. Meals will not be provided for in-county travel or meetings
which do not involve overnight lodging, unless special circumstances are
involved such as the following:

(1)  When meals are approved as part of a program for special training

sessions, conferences, and workshops;

(2) When employees traveling from the western slope of the county to
Lake Tahoe and vic versa are required to spend the entire work

day at that location;

(3)  When the Director of Human Resources deems it appropriate to

provide meals to a Human Resources interview panel;

(4)  When Senior Managers and/or Executives of El Dorado County or
tr > JoCounty V' .er Agency meet with executives of other
governmental agencies, community organizations, or private
companies in a breakfast, lunch or dinner setting in order to conduct
County business. While such meetings are discouraged unless
absolutely necessary to the efficient conduct of County or Water
Agency business, such expenses for County managers require
approval by the Chief Administrative Officer.
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Actual costs of meals may be reimbursed up to a total of $40 per day
without regard to how much is spent on individual meals (e.g., breakfast,
lunch, dinner, snacks), and without receipts. If an employee is on travel
status for less than a full day, costs may be reimbursed for individual meals

within the rates shown below.

Breakfasts may be reimbursed only if an employee’s travel consists of at
least 2 hours in duration before an employee’s regular work hours. Dinner
may be reimbursed if travel consists of at least 2 hours in duration after an
employee’s regular work hours.

Maximum Allowable Meal Reimbursement

Breakfast $8.00
Lunch $12.00
Dinner $20.00
Total for full day $40.00/day
Lodging

(1) Lodging within county may be authorized by a department head if
assigned activities require an employee to spend one or more nights
in an area of the county which is distant from theirg* e of residence
(e.g., western slope employee assigned to 2-day activity in South
Lake Tahoe).

(2) Lodging may be reimbursed up to $125 per night, plus tax, single
occupancy. The Chief Administrative Office may approve

oy o il ‘imi w0
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the responsible department head and Chief Administrative Office
determine that higher cost is unavoidable, or is in the best interest of

the County.

Single rates shall prevail except when the room is occupied by more
than one County employee. However, nothing in this policy shall be
constrt {to |uire employees to share sleeping accommodations
while traveling on County business. In all travel, employees are
expected to secure overnight accommodations as economically as

possible and practical.

Lodging arrangements should be made, whenever possible and
practicable, at hotels/motels which offer a government discount, will
waive charges to counties for Transient Occupancy Tax, or at which
the County has established an account. When staying at such a
facility, the name of the employee and the department must appear

on the receipt of the hotel/motel bill.

Other Expenses

All other reasonable and necessary expenses (i.e., parking, shuttle, taxi,

etc.) will be reimbursed at cost if a receipt is submitted with the claim.

Receipts are required except for those charges where receipts are not

customarily issued, for example, bridge tolls and snow chain installation

and removal fees. When specific cost guidelines are not provided by the

county, reasonableness of the expense shall be considered by the
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department head and Chief Administrative Officer before deciding whether

to approve.

Reasonable cos for snow chain installation and removal may be claimed
and reimbursed. The purchase cost of snow chains would not be an
allowable charge against the county.

Advance Payments

1 = Auditor may provide advance funds for estimated “out of pocket” expenses up
to seventy-five percent (75%), but no less than $50.00. The “out of pocket’
expenses may include meals, taxi and public transportation, lodging, parking, and
pre-registration costs.

Compliance - Claimant Responsibility

It is the responsibility of the claimant to understand and follow all policies and
procedures herein in order to receive reimbursement for mileage, travel and
expense claims. Any form completed improperly or procedure not followed may
result in the return of a claim without reimbursement.

Procedures:

a. Authorization to incur expenses must be obtained as set forth in this County
policy, and as may be directed by the department.

b. Requests for advance funds for anticipated travel expenses itemized on the
Travel Authorization Request form are obtained by indicating this need on

that form prior to processing the request.
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Forms which require Chief Administrative Office approval should be
submitted to the Chief Administrative Office, after department head
approval, at least 7 to 10 days prior to travel to allow time for processing

through County Administration and Auditor's Department.

Cancellation of travel, requires that any advanced funds be returned to the
Auditor Controller's office within five (5) working days of the scheduled
departure date. If the advance is not returned within this time frame, the

employee could jeopardize their standing to receive advances in the future.

Travel Claims are due to the Auditor within 30 days after completion of
travel. Personal Mileage and Expense Claims are due to the Auditor within
15 days after the end of each calendar month. The due date may be
extended if deemed appropriate by the County Auditor. Claims must itemize
expenses as indicated on claim forms, and must be processed with receipts
attached.

Reimbursements will be provided exy  litiously by the County Auditor upon
receipt of properly completed claim forms. The Auditor’s Office shall
promptly review claims to determine completeness, and if found
incomplete, will return the request to the claimant noting the areas of

deficiency.

Personal Mileage and Expense Claim forms should be completed for each
calendar month, one month per claim form. These monthly claims are due
to the Auditor within 15 days following the month end; however, the
deadline may be extended if deemed appropriate by the County Auditor. If

monthly amounts to be claimed are too small to warrant processing at the
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end of a month (i.e., if cost of processing would exceed the amount being
claimed), the claims for an individual may be accumulated and processed in
a batch when a reasonable claim amount has accrued. In any event, such
claims shall be made and submitted to the County Auditor for accounting

and payment within the same fiscal year as the expense was incurred.
Expense Claim Form

For the purpose of travel and meeting expenses, the claim form is to be
used for payments to vendors. The employee must obtain Department
Head approval and submit the claim to the Auditor’s Office within sixty (60)

days of the incurred expense.
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