
 

 

Vision Statement 

LARAEC will provide seamless pathways to workforce and higher education that are efficient, 

comprehensive, student‐centered, and regionally relevant. 
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REGULAR	MEETING	
ANNOUNCEMENT	

 

Los Angeles Regional Adult Education Consortium 

ZOOM MEETING: 
https://wearedace.zoom.us/j/93023960506?pwd=SzJvMVYvMzBqMEtrUkY3bHhJblcwQT09  

March 17, 2021   10:00 AM to 1:00 PM 
LARAEC Regular Board Meeting 

Agenda 
 
 

1. Call to Order 

1.1 Pledge of Allegiance 
1.2 Adjustments  to  the  Agenda  –  The  Board 

President  Will  Announce  any  Requests  for 

Adjustments to the Meeting Agenda 

1.3 Approval of the Agenda 
1.4 Items for Future Agendas 

1.5 Approval of the Minutes 
a. Regular Board Meeting:  February 17, 2021 

  Joseph Stark 

 

2. Public Comment    Joseph Stark 

3. Yearly Plan Update: 

3.1 1‐Year Annual Plan Summary 

3.2  Action Planning Teams Update –  

May 19th Summit 

  Lanzi Asturias 

Justin Gorence 

 

4. Budget Report and updates:   

4.1 Due Dates and Updates 
4.2 Policies & Procedures Update and Discussion 
4.3 Fiscal Year 2020‐21 Q2 Program and Expense 

Report and Fiscal Year 2018‐2019 Closeout 
Report 

4.4 Fiscal Year 2021‐22 Preliminary Allocations  

  Grace Ocampo 

 

5. Information/Discussion Items 

5.1 Equity Implementation Training (Phase III)  

 

   

Lanzi Asturias 
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5.2 The LARAEC EDGE Update  Michele Stiehl 

6. Board Member Reports

7. Public Comment

  Executive Board 

Joseph Stark 

8. Action Items:

8.1 Approve Equity Training (Phase  III) Proposed 
Vendor’s  (American  Institute  for  Research) 

Quotes for Development and Training 

8.2 Approve  the  Implementation  of  the  LARAEC 

Policies and Procedures effective July 1, 2021 

8.3 Approve  Policies  and  Procedures  Training 
Proposed Vendor’s (Vasquez and Co.) Quote  

9. Announcements:

Lanzi Asturias 

Next Board Meeting: April 14, 2021

Location: Zoom Meeting

Adjourn

Joseph Stark 

Please note that the LARAEC Executive Board may consider at this meeting any item referred from a Board Meeting five calendar 
days prior to this meeting (Education Code 54954.2(b)(3)). The LARAEC Executive Board may also refer any item on the agenda for 
the consideration of a committee or meeting of the LARAEC Executive Board. Requests for disability related modifications or 
reasonable accommodations shall be made 24 hours prior to the meeting to Teresa Plaza by calling (213) 241-3150 or emailing 
Teresa.plaza@lausd.net.  Requests for translation should be made at least 48 hours in advance by calling Teresa Plaza at (213) 241-
3150 or emailing Teresa.plaza@lausd.net. Individuals wishing to speak at a Board meeting must sign up at the meeting. There will 
be no sign ups in advance of the meeting. Speakers must sign up prior to the public comment section of the agenda. Speakers should 
plan to arrive early. Materials related to an item on this agenda distributed to the LARAEC Executive Board are available for public 
inspection during the meeting and at http://laraec.net/open-meetings/ 



 

 

AGENDA ITEM 

1.5 

 

 

 

 

 



 

  
  
 
 
 

LARAEC Executive Board 
 

Minutes‐ Board Meeting 
 

Wednesday, February 17, 2021 
10:00 AM – 1:00 PM 
 

Via Zoom 

 

Executive Board Members in            Point Person Team Members            Staff                                      
Candace Lee, Burbank USD  X  Marianne Griffin, BUSD X Lanzi Asturias, Project Director X

Veronica Montes, Culver City USD  X  Ruth Morris, CCUSD X Michele Stiehl, Advisor X

Dr. Ryan Cornner, LACCD  X  Dr. Adrienne Ann Mullen, LACCD X Justin Gorence, Advisor X

Joseph Stark, Los Angeles USD  X  Men Le, LAUSD X Grace Ocampo, Budget Analyst  X

Dr. Angel Gallardo, Montebello USD        X  Philip Tenorio, MUSD X Teresa Plaza, Secretary                        X
 

1  
Call to Order 

 

 

1.1 Pledge of Allegiance 

Mr. Stark called the meeting to order at 10:03 AM with board member 
quorum. He announced that this would be Ms. Lee’s last meeting with 
them, and expressed his sincere appreciation for all of her hard work and 
for helping BUSD to transition.  

Candace Lee 

1.2 Adjustments to the Agenda 
a. No adjustments to the agenda. 

 

1.3 Approval of the Agenda 
a. Mr. Asturias clarified that the agenda has been altered; two items 

were combined, so no consent calendar was necessary and the 
item was moved to Action Items. 

b. Dr. Cornner moved to approve the agenda as altered, and Ms. Lee 
seconded. 

c. The board voted unanimously to approve the agenda.  

 

  1.4 Items for Future Agendas 
a. No items for future agendas. 

 

  1.5 Approval of the Minutes 
a. Regular Board Meeting: December 16, 2020 

i. Dr. Gallardo moved to approve the minutes from the 
December 16, 2020 meeting. Ms. Lee seconded. There was 
no discussion. 

ii. The board voted unanimously to approve the minutes from 
the December 16 meeting.  

 

2 
 Public 

Comment 

No public comment at this time.  

3  
Yearly Plan 
Update  

 

a. Mr. Asturias introduced Mr. Gorence and Ms. Stiehl to present on 
the progress and activities of the Action Planning Teams and on the 
new tool that has been developed to track progress of the activities 
that are being implemented in the yearly plan. 

i. Mr. Gorence directed the board to their packets for graphic 
and narrative information about the topics being discussed. 
He explained that the APTs did meet on February 5th, and 

Mr. Asturias 
Mr. Gorence 
Ms. Stiehl 

 
 



they would be going through them alphabetically for 
updates.   

ii. Ms. Stiehl introduced the Adults With Disabilities APT and 
explained their project to produce short video vignettes 
directed specifically at teachers on how to work with 
different populations of disabled students, to be distributed 
at Lunch with LARAEC events and available on the website. 

iii. Mr. Gorence introduced the Counseling APT which has 
been focused on support for the online orientation 
enrollment process. The presented a Personal Development 
session at a Lunch with LARAEC event and are now taking 
those basics and compiling them with resources and links 
so they are available to the wider member district 
community via the LARAEC site. They will also have 
example onboarding processes available there. 

iv. Ms. Stiehl explained that the Data APT is formulating a 
presentation for Lunch with LARAEC about remote testing 
practices so districts and schools can share their best 
practices and tips. They’re also working on ways to best 
collect data in a remote learning environment. 

v. Ms. Stiehl also presented the update for the Pathways APT, 
saying that they have been working on templates for the 
different pathways. They have also noticed that on the 
LARAEC website if you click the “Student” button it doesn’t 
really have a lot of direction for students who haven’t been 
on the site. They are working with the web developer to put 
together basic info and info about the programs available 
through LARAEC and that are different across the school 
sites. That way they can link to the specific schools.  

vi. Mr. Gorence explained that the Professional Development 
APT has been focused on the PD Survey that was a huge 
part of the plan to inform consortium choices around PD. 
They created the survey and went out to the field with it and 
got a great response, so now they are analyzing the raw 
data.  

vii. Mr. Gorence explained that the Workforce APT was not only 
utilizing the APT meetings as their time to move goals 
forward, but also creating mini-initiatives focused on the 
workforce reentry population around resume writing and 
21st century follow-up job searching, along with online tools 
and resources for job searching. They are focused on 
getting them into the hands of students and teachers, and 
they are directly applicable to the conference in the spring.  

 
4  

Budget Report 
and updates 

4.1 Policies & Procedures and Effectiveness  Report Discussion 
a. Ms. Ocampo gave updates on the important dates for the FY21 Q2 

Progress and Expense and FY2019 Close Out reports, as well as 
the FY2021-FY2022 CAEP allocations. She added that the CAEP 
Fees Policy Memo states that no fees may be collected except for 
CTE for K12 districts.  

b. Next, she presented the final draft of the LARAEC Policies and 
Procedures. For background, she explained that the genesis of 
these came from the state audit report that indicated that LARAEC 
must develop policies and procedures to ensure the proper 
collection, reporting, and review of data to ensure its accuracy. 

Ms. Ocampo 



i. They contracted Vasquez and Co. to develop those, and 
Vasquez met with the LARAEC office and with member 
districts, and they have summarized their findings. It has 
been circulated to all member districts with multiple 
opportunities for comment and revision.  

ii. In the timeline, they are presenting it currently for board 
approval and implementation by March or April, and once 
it’s approved, they can get rolling on the professional 
development plan associated with it, starting in March 
through June.  

c. Dr. Gallardo asked if today’s report and discussion were 
informational only, which Ms. Ocampo confirmed. 

d. Mr. Asturias clarified that this presentation is so that the procedures 
can be presented as an action item at the March meeting, and in 
addition they will be presenting a quote from Vasquez and Co. to 
develop the professional development for implementing the policies 
and procedures.  

e. Dr. Cornner added that it takes a lot of work on the back end to 
distill so much information into a few slides, and he thanked the 
LARAEC office team and the team leads from across member 
districts for all of their hard work. 

 
4.2 Fiscal Year 2021 22 Preliminary Allocations 

a. Ms. Ocampo directed the board to their packets and explained the 
CAEP preliminary allocations for FY21-22 which were released by 
the state last week. Based on the approved formula from last year, 
the board decided to take LACCD and LARAEC office off the top. 
Subtracting that, they get the preliminary allocations for each 
member district. These numbers are not yet set because there may 
be a revise.   

 
 

5 
Information/Dis
cussion Items 

5.1 Equity Training Phase III, Train the Trainer Proposal and 
Discussion 

a. Mr. Gorence explained that this issue had two parts, and 
referred the board to their report. For context, this 
discussion started in August when the CAEP office 
requested information in consortia’s annual plans around 
how they are addressing issues around equity.  

b. Following that, CalPro was invited by the board to present 
on how related training might be rolled out to LARAEC. 
They suggested a three-phase approach: 

i. Phase one is the presentation from CalPro 
ii. Phase two is inviting member districts to participate 

in training provided by CalPro 
iii. Phase three is a LARAEC-tailored professional 

development around equity that would be a “train the 
trainer” event and training.  

c. At the last board meeting there was a report and discussion 
around the member district participation with the equity 
training. The board expressed interest in hearing from 

Mr. Gorence 
Mr. Asturias 
Ms. Stiehl 
 



member district personnel who had participated in the 
training. Member districts were invited to select personnel 
who participated in the training to give feedback.  

d. Burbank USD - Marianne Noss and Yanira Chavez 
i. Mr. Gorence explained that Ms. Chavez was unable 

to attend due to another meeting. Ms. Noss said that 
she took the training with Ms. Lee and Ms. Chavez 
and they all found it beneficial. 

ii. They examined some beliefs and concepts for them 
to question at BUSD, as well as how they are 
providing equity and how they can do it better. They 
all put together a presentation for a staff meeting to 
bring out interesting points on equity and what that 
really means. 

iii. She thinks they should use the word “access equity”, 
or “access to information”, and how teachers can 
help students have more equity in the process.  

iv. She thinks the most impactful thing she learned was 
about microaggressions and microinsults. 

v. As far as training the teachers and impacting them, 
Ms. Noss felt that they did have very impactful 
videos and articles to help teach about the way we 
develop superficial concepts about people.  

vi. At BUSD, they asked teachers to look at themselves 
and develop strategies for helping students and for 
each teacher to develop their own program for 
having equity in their classroom, whether through 
tutoring or some other method.   

e. Culver City USD - Daniel Gomez and Tasha Edwards 
i. Mr. Gomez said that it was a wonderful and eye-

opening training, and one of the main things he liked 
was that it informed the trainees about how sensitive 
their words can be. He said that the intent of a 
teacher when communicating with students and 
peers is always positive, but things can be said that 
are still hurtful. 

ii. One exercise he really enjoyed was one where they 
were given different dialogue scenarios of students 
talking to students and/or teachers talking to 
students, and they were asked to evaluate where 
each fell on the range of cultural competency.  

iii. He also liked that they were provided with 
information, content, videos, and readings that the 
lessons were built on top of to reinforce what they 
had just been exposed to.  

iv. Finally, Mr. Gomez thought that the interactive part 
of being sent to breakout rooms really allowed one 
another to really grasp the information.  



v. Ms. Edwards said that the training was a little 
different for her since she’s part of the office/clerical 
staff, and what was beneficial to her was learning 
about differences in implicit and explicit biases when 
they first encounter their customers. She said they 
sometimes assume they want one program or 
another based on their speech or vocabulary or 
appearance. So it was very helpful for their 
interactions with new customers and students as the 
first point of welcoming, and to be able to let the 
students speak for themselves before deciding 
which program they should go to.  

vi. She added that she is new to adult ed, having come 
from K12, so it was great to meet new faces and 
make new contacts. She thought the training was 
well-organized, and is eager to implement it at her 
school site. 

f. Los Angeles USD - Juan Noguera 
i. Mr. Noguera believed that the trainer did a fantastic 

job with the limitations of online learning and 
teaching online, and keeping everyone engaged.  

ii. The content was well organized and made him 
reflect on what they do every day to provide access 
and equity to all their students.  

iii. It also encouraged him to look at the data from a 
different perspective, and in the breakout rooms they 
were able to analyze how to use that data to have 
tough conversations to address important issues in 
equity and access. 

iv. Mr. Noguera gave an example: suppose 90% of 
students are doing just fine, but 10% are not. They 
cannot take the 90% figure and stop there; they 
should measure success by helping every single 
student and elevating them to the same playing 
level. 

v. He added that they did not have time to cover 
everything, but the homework was very well 
organized. He believes that homework should make 
you reflect on what you learned that day, and he 
believes it was very effective as well. 

vi. Finally, he believes they have a huge thing to do to 
provide equity and access to all of their students, 
and that access is going to make a difference in the 
community. He left the board with a quote from a 
Hindu philosopher, Jiddu, who said “The ability to 
observe without evaluating is the highest form of 
intelligence.” He thinks they have to observe people 
and their programs keeping that in mind. 



g. Dr. Gallardo was intrigued by the testimonials and the 
presentation and training, complimenting them on a great 
job and thanking everyone.  

h. Ms. Montes echoed that, and gave kudos to the LARAEC 
team for finding quality equity PD training that strikes the 
right tone and presentation style to allow the examination of 
bias and the opportunity to process learning through 
breakout rooms.  

i. Ms. Lee commented that when they did the full staff training 
at BUSD, most of the people in attendance were either 
highly satisfied or satisfied with the presentation.  

j. Mr. Gorence thanked the board for their comments and 
moved on to the second part of this item, which was the 
continuation of a board discussion from last meeting about 
the “train the trainer” proposal from the American Institutes 
for Research, which would be the phase three rollout of the 
CalPro equity training.  

i. Basically, the scope of work for AIR would be to 
develop materials and resources specifically tailored 
to the needs of LARAEC member districts with the 
goal of developing and increasing capacity for equity 
training in member districts.  

ii. There are two parts to this: one is the preparation 
and creation phase of resources which will be 
maintained and scored by LARAEC via Moodle 
server. 

iii. The second portion is the rollout of the training which 
is really in three phases: 

1. Part one is making materials and resources 
available to trainers or people participating in 
the training as it gets closer. 

2. Part two is the training itself, which is over 
two full days. 

3. Part three is AIR providing ongoing follow up 
expert support and hands-on support after 
training to support personnel designated as 
trainers in member districts. 

iv. If there are no objections, the idea is to have this 
voted on as an action item at the next board 
meeting.  

k. Dr. Cornner asked if Moodle was used uniformly across 
USDs at present, and Mr. Gorence clarified that it was not. 
AIR specifically uses Moodle to create their materials. In 
discussions with LARAEC’s webmaster, they said it would 
not be a problem to utilize a Moodle server with their 
website.  

i. Dr. Cornner suggested that it might be good in the 
initial stages to stay software agnostic so they can 
have conversations later about what would be the 



most appropriate and best system to provide the 
training across all USDs. He thinks building Moodle 
into the initial proposal ties their hands with the 
potential to build something most beneficial to their 
trainers and students.  

ii. Mr. Gorence asked Dr. Cornner if he had a platform 
in mind to build the training on, and Dr. Cornner said 
he thought it would be good to do an inventory of 
what the various USDs are using. LACCD uses 
Canvas, as do some other USDs; there may be 
different ways of approaching this, but they may 
want to go with whatever benefits the most USDs.  

l. Ms. Montes liked the term “software agnostic”, and thought 
it was critical for LARAEC to be able to build it at the right 
point to have it accessible for all of them. They would not 
want to be restricted, then have to build something different 
with cost associated when they have already paid AIR 
$21,000 for the development of equity training and $22,922 
for the training of trainers.  

m. Mr. Stark agreed with everything that has been said, and as 
a follow-up said that one thing they are trying to get better at 
in LAUSD regarding PD is doing a better job of archiving 
everything so it can be used later, for example for their 
onboarding process and so they don’t have to reinvent the 
wheel for PD every time. Whatever the content, LAUSD 
would ask that it be compatible with whatever format a 
district uses. He thinks it might also be helpful for staff to 
develop a LARAEC matrix examining how this training 
dovetails with and supports existing LARAEC efforts to 
create and improve PD. 

n. Ms. Montes agreed with Mr. Stark and would like to see 
those alignments so they can speak to that with their 
districts and further cultural proficiency. She heard Mr. 
Noguera in his testimonial say there was some alignment 
there, but those kind of connections would be really helpful 
in selling the training to CCUSD.  

o. Dr. Gallardo agreed with everything said, and thought it was 
appropriate to do that inventory and make it more available 
to every member district.  

p. Ms. Lee added that after the training, it was sometimes hard 
to maintain that information, and she ended up transferring 
it to her own desktop in order to keep the information. It was 
taken down about a month after the program, so she 
emphasized that it will be very important to keep new PD 
archived and accessible to LARAEC. 

q. Mr. Gorence summarized that the board directives seem to 
be to explore with AIR what platform availability there is to 
provide accessibility, and also to create a matrix showing 



transparently how this new training fits with the existing 
practices and initiatives in LARAEC.  

i. Ms. Montes also requested that they identify where 
their research practices are coming from, which will 
help when going back to member districts to show 
how it aligns with them. 
  

5.2 The LARAEC EDGE Report 
a. Ms. Stiehl updated the board that they now have the flyer 

for the event, which will have registration info added and 
then sent out to be distributed. They are currently working 
on last-minute tweaks to the website to provide the 
functionality for students to register and for presenters to 
submit proposals, etc.  

b. They have had some advisory brainstorming sessions over 
the past couple weeks with APT members, point persons, 
and member district stakeholders attending in order to make 
sure they’re including issues that students want and 
teachers love.  

i. There were three sessions, one on tech support and 
overall conference structure, one on academics and 
pathways to college, and one on CTE, 
apprenticeships, and support services.  

ii. They have another session coming up on Friday 
which Dr. Mullen has set up to talk with the non-
credit deans about what their participation in the 
event might be.  

iii. Out of the brainstorming sessions, teachers really 
wanted to be able to have hands-on demonstrations 
in CTE, noting that MUSD has done a similar event 
to this for years bringing high schoolers in to see 
their programs and take part in hands-on 
demonstrations.  

iv. They also wanted to create networking rooms for Q 
and A’s with students so if they have direct 
questions they can ask a college counselor.  

v. Additionally, since APTs are working on things 
directly related to things students and teachers want 
to see at the Edge conference, the Workforce APT is 
working on events around resume writing and job 
searches. They want to have APT members and in-
house LARAEC experts that they’ve reached out to 
who have presented at conferences past.  

vi. Ms. Stiehl explained that another thing that came out 
of the advisory sessions was the idea of exploring 
“wraparound services” in addition to talking about 
registration and financial prep. Wraparound services 
cover ways to help students deal with barriers to 
participating in LARAEC programs and also to 



transitioning to college: services like the Family 
Resource Center at Valley College. They also want 
to have reps from wraparound services presenting at 
the Edge conference.  

vii. Also, they want to have presentations around 
general around adult ed and the programs LARAEC 
offers in addition to pathways so that if parents 
attend the conference with their students, they might 
see programs that fit them. 

viii. In addition, the conference will be three four-hour 
blocks at different times on Thursday, Friday, and 
Saturday to try to attract as many different types of 
populations as possible. 

ix. They are also updating the conference website; 
previously, the website tended to be geared towards 
teachers who were familiar with conferences, so 
they are rethinking the Conference Center online to 
be more student friendly and to have basic 
information also available in Spanish with Google 
translator on standby for other languages they might 
need.  

x. Mr. Gorence added that there was a ton of 
enthusiasm from the field when they held these 
advisory events, and the advisors, teachers and 
support personnel all thought this was a terrific idea, 
especially now. Ms. Stiehl added that they even 
gave them ideas on outreach and specific 
populations to reach out to.  

xi. Mr. Stark thanked all of the LARAEC office 
personnel and point people for their hard work and 
innovation.     
 

6 
 Board Member 

Reports 

LAUSD: 
 

a.  Mr. Stark reported that the LAUSD superintendent 
announced today that it will hopefully open up a 
vaccination center soon at Hollywood Park in Inglewood 
for all LA County public and private school employees.It 
will be a public service to the community much like their 
meal program that has delivered 80 million meals to 
children and 25 million meals to adults. The Hollywood 
Park effort will be in partnership with the LA Rams. Mr. 
Stark said they can send the information to LARAEC 
member districts, and Dr. Gallardo greatly appreciated 
that.  

 

Mr. Stark 

BUSD:  
 

a.  Ms. Lee shared that their CNA classes are starting up 
again mid-March, and that a decision has not been made 
yet as to whether summer school will be in person or online. 

Ms. Lee 



Given that there is interest in both among students, they are 
looking at developing a hybrid system for teachers and 
students. 

 
       

 

LACCD:  
 

a. Dr. Cornner congratulated the USDs for being able to start 
looking at returning to in-person learning, noting that the 
institutions of higher learning had different guidelines. The 
county has not provided guidance for what it will look like 
when they transition into red, which seems likely over the 
next few weeks. The state has, so LACCD has put together 
what they are calling their Reengagement Plan: rather than 
merely returning to pre-COVID circumstances, they are 
looking at doing things better than they had in the past. 

b. The two most important parts of the way they are working 
with their adult ed population is the allowance in the Red 
Tier for onsite testing, which they are looking forward to 
reengaging. And second, once they get to the Orange Tier, 
they can start to see classes return to onsite, whether on 
campus or offsite.  

c. They are actively engaging those plans as they prep for 
summer and fall and are looking forward to the opportunity 
to reengage non-credit students in their adult programs who 
have suffered the most due to COVID. They are populations 
that traditionally suffer more from economic conditions 
without a face-to-face option, and that lack has strikingly 
affected LACCD’s relationship with communities and 
students they serve. 

 
 
 

 

Dr. Cornner 

MUSD:  
 

a.    Dr. Gallardo reported that MUSD is still not going back on 
campus until, as currently planned, the fall semester which 
starts August 2021. Summer school will be online. He 
thinks their teachers have done a phenomenal job meeting 
the needs of the community, and like Dr. Cornner said 
MUSD is looking at ways to be even better once things 
reopen and in-person learning can resume.  

 
b.    He is also happy that vaccinations are coming, considering 

that MUSD has lost so many family members, staff, and 
students to COVID. They are looking forward to seeing 
each other in person again. 

 
 
 
 
 

 

Dr. Gallardo 

CCUSD:  Ms Montes 



 
a.  Ms. Montes gave a shout out to CCUSD’s equity actions 

and efforts, saying that the leadership team identified two 
key actions to pursue at the end of the year to carry forward 
the momentum of their equity training. 

i. One was a student survey to encouraging them to 
write about their own experiences in CCUSD 
schools and programs. She echoed Ms. Edwards’ 
testimonial about needing to understand where the 
students are coming from.  

ii. They are also looking for a presenter at CCUSD to 
move that conversation about equity forward while 
they are waiting for the training modules to be in 
place on March 12, and are looking for a guest 
speaker to speak to the challenges of distance 
learning and solutions of using different platforms. 
CCUSD has always had a space limitation, so 
distance learning definitely helped with that. 

b. They are also gathering more data through online learning 
in terms of what devices students have, their interests and 
needs, commute, etc.  

c. In terms of coming back to campus, they are looking at 
when it will be safe and who will come back first. They’ve 
identified three factors: 

i. One would be the onsite CASAS testing.  
ii. Some digital literacy and tech support. 
iii. And other high support need students.  

d. Nothing would happen before spring break, but they are 
preparing for the eventuality of coming back.  

e. In terms of PD, the staff goes regularly to Lunch with 
LARAEC, and she thanked LARAEC office staff for that. 

f. She was able to attend the all staff meeting around data 
analysis, finding where there are gaps that can be filled and 
how that data can be leveraged to continue pursuing equity. 

7 
Public Comment 

No public comment at this time.   

8 
Action Items 

8.1 Approve the LARAEC EDGE budget for the student college and 
career conference 

a. Ms. Montes motioned to approve, and Dr. Cornner seconded. 
b. Dr. Gallardo asked, regarding the discussion they had on 

technology raised by Dr. Cornner, if that would be integrated into 
this proposal. Mr. Stark clarified that that issue was raised with the 
AIR equity training, not this agenda item. 

c. Ms. Lee congratulated Ms. Stiehl and Mr. Gorence on the event, 
saying that her counselors and students are excited and can’t wait 
to sign up.  

d. The board voted unanimously to approve the action item. 
 

 

9 
Announcements 

 
Next meeting March 17, 2021, times tbd, to be held over Zoom 
videoconferencing. (Note: Board meeting subsequently canceled). 
 
 
 

 

 

Adjourn  Meeting was adjourned at 11:21 AM.    
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March 3, 2021  
 
 
To: CAEP Consortium Directors and Members  
 
From: State CAEP Office  
 
Subject: Notice of Targeted Technical Assistance (TTA) for Consortia Effectiveness 
 
 
This memorandum is an official announcement that the State California Adult Education Program (CAEP) 
Office is rolling out targeted technical assistance (TTA) for the California Adult Education Program (CAEP) 
consortia and their members.  The purpose of the TTA is to provide consortia leads and their members with 
structured, intensive coaching and support to positively affect student, member, and consortia outcomes. 
Activities will align to the mandates set forth in EC 84906 regarding the development of a consortium- 
approved, three-year adult education plan and the expectation to include fiscal planning, program evaluation, 
data collection and analysis, goal setting tied to consortium effectiveness, transition to post-secondary and the 
workforce, instructor qualifications, and access to regional services and partnerships.   
 
Consortia effectiveness is referenced in EC 84909 (d) (3).  It states that a consortium’s effectiveness in meeting 
the educational needs of adults in the adult education region based on available data is a factor in the 
chancellor and Superintendent determining consortia allocations.  Furthermore, EC 84917 (a) (4) mandates 
the CAEP Office to annually report on the effectiveness of each consortium.  Even though the field is still 
working to establish statewide performance goals and common measures for effectiveness, the CAEP Office is 
charged with an efficient and effective use of State funds in support of adult education programs.  Targeted 
technical assistance helps with guidance on funding use, but it also intends to reduce equity gaps among 
traditionally underrepresented student groups and within regions with the lowest educational attainment of 
adults as outlined in the Chancellor’s Office Vision for Success goals. In addition, targeted technical assistance 
will help align with WIOA performance indicators and measures that assess the effectiveness of States and 
local areas in achieving positive outcomes for individuals served by the workforce development system. As 
such, initial implementation of TTA will focus on consortia who have wide equity gaps and may be in need of 
additional resources to perform on the same level as other consortia. 
  
Beginning in March 2021, selected CAEP regional consortia will be notified by the State CAEP Office to 
participate in this effort; there will be no application process. The CAEP Office has contracted with the 
Outreach and Technical Assistance Network (OTAN) and CAEP Technical Assistance Project (CAEP TAP), to 
oversee this project. The first iteration of TTA will focus on non-WIOA regional consortia with the primary aims 
of helping consortia better access to goal setting, planning, and professional learning services.  
 
 
 
 

CALADULTED.ORG 

MEMO 



 
Five coaches, experienced in adult education, consortia leadership, and program development, have been 
hired to support this work. Coaching activities will be individualized, but each consortium will complete a 
detailed consortium level self-assessment, develop or refine consortium-level goals and create an 
improvement plan to address them, build a roadmap for the next CAEP three-year planning process, and 
connect to professional development and resources that support the established goals. Consortia are 
encouraged to leverage other effectiveness efforts such as the WIOA Continuous Improvement Plan and 
WASC action plans. The initial phases of TTA will occur from March – June 2020, with an option for targeted 
technical assistance to extend for an additional 12 months. The CAEP Office intends to open TTA to additional 
WIOA and non-WIOA consortia in 2021-22 and will use data from 2020-21, in conjunction with prior years, to 
establish criteria for future TTA participants.      
 
There are multiple levels of technical assistance (TA) available to consortia and members, targeted technical 
assistance is meant to be an additional support in these efforts.  Consortia who are not selected in this first 
round, but feel they need consortia-level assistance should reach out to CAEP TAP for assistance. Three-year 
planning guidance will also be released via webinars and memos later this spring in preparation for the June 
2022 submission.  
 
If you have any questions regarding this memo, please contact CAEP TAP at tap@caladulted.org or (888) 827-
2324. This memo can also be found on the CAEP website under Administrators/Policy/Guidance.  The State 
CAEP Office is excited to be able to provide this level of support to consortia and looks forward to seeing the 
measurable impact it will have on students, consortia and their members and associated outcomes.  
 
  
 
Sincerely,   
  
 
The CAEP Office 
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AGENDA ITEM 

4.2 

 

 

 

 

 

 

 



REPORT TO THE BOARD 
To:  Members of the LARAEC Executive Board 

Prepared By: Grace Ocampo, Financial Analyst 
LARAEC 

Lanzi Asturias, Project Director 
LARAEC 

Date: March 17, 2021 

Subject Vasquez & Co LLP – LARAEC Policy and Procedures Development 

Introduction and Background:  
As part of the recommendations stemming from the Montebello State audit, LARAEC received 
recommendation number 32, which states:  

“To ensure that state adult education funds are used in the most efficient and 
effective manner, the consortium, should, within one year, develop policies and 
procedures to ensure the proper collection and reporting of enrollment, 
attendance, and expenditure by consortium members. Periodically review 
enrollment, attendance, and expenditure data to ensure their accuracy.” 

Thus, in an effort to ensure effective stewardship over the funds provided through the California 
Adult Education Program, the LARAEC board approved to engage with Vasquez and Co, LLP 
(Vasquez) last September 2018.  

Vasquez provided consulting work to assist in developing systems for the oversight and 
monitoring of the AB 104 Adult Education Block Grant funds. The scope of the work plan 
consisted of the following: 

(1) gained an understanding of LARAEC’s existing policies and procedures for oversight
and monitoring of AB 104 funds
(2) gained an understanding of member-districts’ procedures and systems for AB 104
data accumulation procedures and reporting to the State and LARAEC
(3) developed an effective monitoring function and written policies and procedures
manual for the administration of AB 104 funds
(4) reporting: draft and final report

Vasquez completed the work plan indicated above. The first draft of the Policies and Procedures 
was circulated on June 5, 2020. Member districts were provided multiple opportunities to 
provide feedback as indicated on the timeline below. The final draft of the Policies and 
Procedures was completed last January 20, 2021.  



LARAEC Policies and Procedures Timeline: 

• First draft circulated on: June 5, 2020
• Deadline for Member-Districts to provide feedback on the first draft: September 30, 2020
• Deadline for Vasquez and Co. to generate a second draft: October 31, 2020
• Deadline for Member-Districts to provide feedback on the second draft: November 30,

2020
• Deadline for Vasquez and Co. to generate a final draft: January 20, 2021 (changed from

December 31, 2020)
• Deadline for Member-Districts to provide feedback and final review: February 15, 2021
• Present to LARAEC Board for Approval and Implementation by the March or April 2021

Board meeting
• Professional development March through June 2021

Requested Action: 
LARAEC is requesting the board to approve and adopt the Policies and Procedures for 
implementation by July 1, 2021 and authorize the LARAEC Office to plan out the professional 
development related to its implementation.    

Why is this necessary? 
Currently, recommendation number 32 is partially implemented. The State will consider full 
implementation once LARAEC adopts the policies and procedures that will be developed around 
the proper collection and reporting of enrollment, attendance, and expenditure data.  

What would happen if this were not approved? 
LARAEC would continue to be in non-compliance with the State’s recommendation. 

For more information or if you have questions, please contact Lanzi Asturias at 
lla64551@lausd.net. 

Attachments: (A) LARAEC Policies and Procedures 
(B) Vasquez and Company, LLP Engagement Letter (Training Quote)
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CONSULTING PROJECT – OVERVIEW FLOWCHART 

Note: Please refer to Exhibit 8 for preliminary observations and recommendations as a result of Phases 1 and 2. 

 

Phase 1 

Gaining an 
understanding 
of LARAEC’s 
existing policies 
and procedures 
for oversight 
and monitoring. 

Phase 2 

Gaining an 
understanding of 
member-
districts’ 
procedures and 
systems for AB 
104 data 
accumulation 
procedures and 
reporting to the 
State and 

 

Phase 3 

Development of an 
effective monitoring 
function and written 
policies and procedures 
for the administration 
of AB 104 funds. 
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SECTION 1 – Consortium Administrative Function 

In accordance with the California Adult Education Program (CAEP) Adult Education Block Grant 
Fiscal Management Guide, Version 3 release (last updated August 30, 2019) (Fiscal Management 
Guide), a consortium’s administrative responsibilities are summarized as follows: 

I. Consortium Administrative Function 

In accordance with the California Adult Education - Adult Education Block Grant Fiscal 
Management Guide, Version 3 release (last updated August 30, 2019) (Fiscal Management 
Guide), a consortium’s oversight function must consist of the following: 

A. Assessment of each member: 
 
1.  Assessment of the member’s ability to meet the CAEP requirements.  
2.  Review general assurances (basic member requirements) signed off by each member as 

part of the annual plan process.  
3.  Review bylaws, charters, and governance for additional member requirements. 

 
B. Evaluation of each member: 
  

Using the 3-year plan, annual plan, CAEP student data, and other resources available, 
perform an evaluation of the following:  
1. Program needs as identified to meet the needs of the community (needs based)  
2. Current levels and types of services (enrollment, outcomes)  
3. Funds provided to members (cost effective)  
4. Member effectiveness (overall effectiveness)  - see Section 3 

 
Each consortium must determine what structure they will use to manage their CAEP funding and 
program activities. Using the CAEP program guidance, consortia can use multiple leads (co-
chairs), a coordinate, point person, lead, and/or director. This decision is made by the consortia 
membership. Advice on how to reimburse for the consortium related activities for this position 
can be in consultation with the consortium fund administrator and/or district accounting 
representatives. Consortium level budgets and expenses must be agreed to by the consortium 
membership.  
 
 

  



Los Angeles Regional Adult Education Consortium 
Member District Monitoring Procedures 

 
 

5 
 

SECTION 2 – Program Allowable Costs and Activities 

In accordance with the CAEP Fiscal Management Guide, program allowable costs/activities are 
summarized below: 

1. Allowable Costs 
a. Allowable Uses of Funds – Specific Program Areas Only 

Per EC Section 84913, funds may only be used in the seven program areas:  

Program Areas 
1. Elementary and secondary basic skills, including classes required for a high school 

diploma or high school equivalency certificate;  
2. Programs for immigrants eligible for educational services in citizenship, English as a 

second language, and workforce preparation;  
3. Programs for adults, including older adults, for entry or reentry into the workforce;  
4. Programs for adults, including older adults, to develop knowledge and skills to assist 

elementary and secondary school children to succeed academically;  
5. Programs for adults with disabilities;  
6. Short term career technical educational programs with high employment potential;  
7. Programs offering pre-apprenticeship training, in coordination with apprenticeship 

program(s), as specified.  
 

b. General Criteria to Expend AB104 Adult Education Program funds 

In order to expend program funds, the following general criteria must be followed:  
 

General Criteria 
1. The entity (community college district, county office, JPA and K-12 district) must be a 

member of a regional consortium.  
2. The member district must be located within the regional boundaries of the consortia as 

determined by the Chancellor and the Superintendent, with the advice of the executive 
director.  

3. Each regional consortium must have an approved adult education plan (the annual plan 
template) that addresses the fiscal year in which the funds will be expended.  

4. Funds may only be expended within the seven program areas as prescribed in the CAEP 
education code (Section 84913).  

5. Each regional consortium must have an approved 3-year consortia plan that includes any 
amendments.  

6. Expenditure of CAEP Funds must align with the annual plan as approved by the 
regional consortium for that specific year.  

7. All members shall participate in expenditure decisions made by the consortium.  Consortia 
and members must follow public meeting requirements as listed in the legislative 
requirements. 
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c. Expenditure must be reasonable and justifiable 

All CAEP expenditures must be reasonable and justifiable. “Reasonable” means that 
expenditures will be made prudently and with every effort to utilize funds efficiently. 
“Justifiable” means that expenditures are consistent with CAEP program goals and activities 
related to the seven program areas as identified in the CAEP Program budget language. 

d. Allowable Costs - Must Meet Three Primary Criteria 
 

1. Substantiate that the cost was necessary and reasonable for proper and effective 
administration of the allocations.  

2. The cost must be allocable to the funding source activities.  
3. The cost must not be a general expense required to carry out the consortia member’s 

overall responsibilities (i.e. not supplanting).  
 

In addition, the costs must be approved within the 3-year consortia plan and the annual plan 
template of the regional consortia as agreed upon by its membership. Otherwise, they are not 
allowable within that year. In addition, the State has the discretion to impose special 
conditions.  
 

e. Allowable Costs – Other Types of Costs 
1. Travel 

a. Only travel necessary for the project is allowed.  Travel costs are the expenses for 
transportation, lodging, subsistence, and related items incurred by employees who 
are in travel status on official business for the grant. Such costs will be based on 
the fiscal agent’s per diem rates. Travel costs shall be considered reasonable and 
allowable only to the extent such costs do not exceed charges normally allowed by 
the member district in its regular operations as the result of the member district’s 
written travel policy. 

b. Out of state travel:  The Consortium is required to approve a member district’s out 
of state travel request.  This can be accomplished through the submission and 
certification of the annual program budget and workplan to the State via NOVA 
(state reporting system), or can be placed on the agenda for approval at a public 
meeting.  Refer to Section 4 for further discussion of member-district reporting. 

c. Out of country travel is not allowable. 
2. Capital outlay 

a. All capital outlay expenditures (including building improvements, rental space, 
leases, construction, etc.) will be closely scrutinized. 

b. Member districts must adhere to all state and local policies and procedures related 
to capital outlay.  This includes the member district’s facilities approval and 
procurement processes, and notification of the State agency’s facilities department. 

c. All capital outlay expenditures (including building improvements, rental space, 
leases, construction, etc.) must be submitted by the member district in advance to 
the Consortium Board for approval.  Once the Consortium’s Board has reviewed, 
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approved, and established that the expenditures are aligned with the Consortium’s 
3-year plan, the Consortium must notify the CAEP Office (send an informational 
email) to inform them of the proposed expenditures.  The CAEP Office reserves 
the right to ask questions regarding any purchase and can prohibit any activity that 
it deems not meeting the reasonable and justifiable criteria. 

d. At the beginning of each year, member districts must confirm with the Consortium 
the amount of capital outlay budget to be carried over. The carry-over can only be 
used for projects that have been approved by the Board. Any new capital outlay 
project/expenditures must be submitted for Consortium Board approval, as noted 
above. 

e. The capital outlay budget should be equal to the beginning balance or carry-over 
plus the approved amount for the current fiscal year. 
 

3. Indirect costs:  Under EC 84913, 
a. K-12 districts - may use their CDE approved indirect cost rate for any 

CAEP/CAEP apportioned funding or 5%, whichever is less. 
b. Community College Districts – may use up to either their approved indirect cost 

rate as directed in Code of Federal Regulations (CFR) 200.414 up to the 
development minimus amount as allowed in the CFR or 5%, whichever is less. 

c. See Exhibit 7 for indirect cost reasonableness recalculation  to be used in the 
member-district’s report preparation process. 
 

f. Recording CAEP Activity in Member Financial Systems 
In accordance with CAEP Fiscal Management Guide, program funds received by a 
participating school district are to be deposited in a separate fund of the school district to be 
known as the Adult Education Fund and would require moneys in the Adult Education Fund 
to be expended only for adult education purposes.  
 
K-12 and COEs 
1. K-12 and COEs must adhere to the following reporting requirements:  

a. All Adult Education Program revenue should be recorded in Fund 11, Adult 
Education Fund, using Resource 6391, Adult Education Program. Fund 11 is the 
only fund valid in combination with Resource 6391.  

b. LEAs that continue to formally commit LCFF revenue to the purposes of adult 
education should use Object 8091, LCFF Revenue Transfers, to transfer the 
committed LCFF revenue from their general fund to Fund 11. 

c. There are no statutory provisions preventing an LEA from carrying over funds, 
however, a consortium may change the amount of adult education funds available 
in future years based on actual prior fiscal year spending. 

d. LEAs will use the same resource code for MOE and non-MOE funding 
2. K-12 and COE (LEAs) that receive CAEP funding directly from the state 

a. Use Resource 6391, Adult Education Program, and Object 8590, All Other State 
Revenue 
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Community College Districts 
The treatment of funds received as the fiscal agent for disbursement to other participants is 
different than for funds received by the district for the direct costs of providing adult 
education services, as outlined below: 

1. Community College Districts must adhere to the following reporting requirements: 
a. Fiscal Agent:  Fiscal Agent Funds received from the State under a fiscal agent 

agreement that are then disbursed within 45 days to other adult education 
providers should be recorded in the restricted General Fund as 8900 “Other 
Financing Sources” using revenue object code 8970 “Fiscal Agent Pass Though”. 
Disbursements should be coded to “Other Outgo-Other Transfers” using 
expenditure object code 7400 “Other Transfers”, excluding indirect cost recovery 
 

b. Participant/Provider: If a portion of the funds received as a fiscal agent are for the 
district’s own adult education program, then those funds should be recorded 
initially as described above. A transfer (other outgo) will be recorded to the fiscal 
agent funds for the district’s share. The district will recognize its share of the funds 
in the restricted General Fund using revenue object code 8620 “General 
Categorical Programs”. Expenditures should be recorded in expenditure object 
codes 1000-6000 as appropriate. Likewise, if the district is not the fiscal agent and 
is receiving CAEP funds, those funds should be recorded to the restricted General 
Fund using revenue object code 8620 “General Categorical Programs” and 
expenditure object codes 1000- 6000 as appropriate. 
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SECTION 3 – Member Effectiveness 
 
In accordance with the CAEP Fiscal Management Guide, member effectiveness must be determined 
based upon the following criteria: 

1. Each member must participate in completing and updating the Annual Plan Template.  
2. CAEP member funds must be expended within the seven program areas, and services provided 

must be consistent with the plan.  
3. Each member must participate in completing and updating the 3-year Consortia Plan, including 

any amendments 
4. Member expenditures of CAEP funds must align with the objectives of the consortium’s annual 

plan as approved by the regional consortium board. Members participate in consortium/public 
meetings.  

5. Members participate in consortium final decisions.  
6. Members report student level enrollment data and outcomes for quarterly and final reporting.  
7. Members must share information on programs offered, and the resources being used to support 

the programs.  
8. Members provide services that address the needs identified in the adult education plan. 
9. Members file financial expenditure and progress reports with the Consortia and input financial 

data in the state reporting system (NOVA). 
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SECTION 4 – Reporting – Consortiums and Member District 

In accordance with the CAEP Fiscal Management Guide, the following reports must be submitted to 
the State via NOVA (state reporting system): 
 

 Report Submitted By 
1. Consortium Fiscal Administrative 

Declaration (CFAD) 
Consortium 

2. Consortium 3 – Year Plan Consortium 
3. Consortium Annual Plan Consortium 
4. Budget and Workplan Member-district 
5. Budget Adjustments Member-district 
6. Expense Reporting Member-district 
7. Funding Allocation Amendments (between 

member-districts) 
Member-district 

8. FIFO and Close-out Reports Member-district 
 
Refer to the CAEP Fiscal Management Guide for further discussion of these reports and the related 
reporting timelines. 
 
Member-District Quarterly Expense Reporting: 
Every quarter, consortium members must submit their year-to-date expenditure reports to the State 
via NOVA.  NOVA expenditure reports are year to date (cumulative) and expenses cannot be less 
than what was reported in the previous quarter. Once the member district’s report is submitted in 
NOVA, the consortium must review, approve, and certify.    
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SECTION 5 – Consortium Oversight and Monitoring Procedures 
 
I. Risk Assessment Process and Considerations 

 
LARAEC should use a risk-based assessment approach in selecting member districts for review.  Reviews can be classified as: 

• Limited scope review; or  
• Extended scope review (see further discussion below).  

 
 See further discussion of each type of review in Section II below.  The primary factors to be considered in selection of member districts 
for Extended and Limited scope reviews are as follows: 

• Total dollar amount of expenditures for the year (budget and actual) for each member district (as a percentage of total program 
expenditures) 

• At a minimum, a member district must be subject to an Extended scope review  at least 1x every 3 years (3 year cycle). 
• Prior findings as a result of LARAEC monitoring procedures or other related audits/reviews of a member district 
• Other relevant risk factors identified 
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The above factors are incorporated in the following Risk Assessment - Summary Decision Table: 

Risk Assessment - Summary Decision Table 

II. Site Visits and Desk Review Procedures

LARAEC will conduct periodic site visits and desk reviews to review a member district’s overall implementation of the program,
adherence to program guidelines, and achievement of program goals and objectives.  Site visits and desk compliance reviews are used to

Period:  7/1/18 - 6/30/19 1 2 3
Scope 

Determination 

Member District Total Budget

Total 
Expenditures  

(YTD)

$ Size (% of 
Total 

Budget)

$ Size (% of 
Total 

Expenditures)

Rotation 
Criteria  

(site visit 
at least 1x 

every 3 
years)

Top 3 ($ 
size)

Findings in 
Prior Years

Site Visit or 
Desk Review

Los Angeles Unified School 
District

 $  110,071,989  $  102,264,539 75% 81%
X Site Visit

Montebello Unified School 
District

 $    16,054,582  $      9,762,322 11% 8%
X Site Visit

Los Angeles Community College 
District

 $    14,207,188  $      8,965,329 10% 7%
X Site Visit

Burbank Unified School District  $      3,511,155  $      3,125,045 2% 2% Desk Review
Culver City Unified School 
District

 $      2,228,352  $      1,513,179 2% 1%
Desk Review

Total LARAEC 146,073,266$  125,630,414$  100% 100%

Fiscal Year:  2019
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assess a member district’s fiscal and administrative compliance with laws, regulations, and program guidelines.  These procedures are 
performed via field (on-site) or desk reviews (offsite), either Limited or Extended in scope.  

Monitoring and oversight can be performed by LARAEC in the following two ways: 

1. Limited Scope Desk Compliance Review (offsite)

Definition:  A remote review of financial records and analysis of financial and programmatic information, either together or separately, by
LARAEC staff. Financial and programmatic data is reviewed by LARAEC staff in their office and may consist of communication by e‐mail,
mail, and teleconference.

A Limited Scope review allows the member districts to make certain assertions regarding various aspects of their program operations.
These reviews may consist of, but are not limited to, the following:

• LARAEC review of completed Program Compliance Questionnaire (completed by member district) and follow-up on corrective
action, if required;

• Selected reviews of transactions as deemed necessary (i.e. review of payroll records,  invoices, and other documents supporting a
reimbursement claimed by the member district)

• Limited field reviews to verify capital outlay purchases and test equipment management practices; and
• Follow-up site visits to verify implementation of any required corrective action.

The scope of the limited review can be expanded as needed. 

2. Extended Site Visit and Desk Compliance Review (onsite)

The objective of an extended review is: (1) to test the member district's internal controls to ensure proper management of the program,
including its accounting, procurement, contracting, and capital outlay/equipment management practices and procedures; and (2) to verify
program expenditures are allowable and allocable to the program and have been allocated properly to the appropriate cost category during
the performance period; and (3) expenditures are supported with the appropriate documentation.

An Extended Scope review may include the following:

• Review of the member district’s Year to Date Expenditures and Progress Report
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• Compliance testing of expenditures for program allowability in accordance with the CAEP Fiscal Management Guide.  This
entails selecting a sample expenditure transactions (both payroll and non-payroll expenditures.

• Follow-up procedures on current status of corrective action plan for any previously identified findings (as listed on Summary of
Findings (refer to Exhibit 5)

• Any other areas of concern identified based on discussions with member-district personnel and/or review of information
provided by member-district during the review fieldwork.
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3. LARAEC Monitoring and Oversight Activities – Summary of Activities by Type of Review

The following table summarizes the activities for each type of review:

Activity 
# 

LARAEC 
Activity 

Exhibit Limited Scope Review 
(offsite) 

Extended Scope Review 
(onsite) 

1. Planning – Pre-Review Task List Exhibit 1.1 X X 

2. Program Compliance Questionnaire Exhibit 1.2 X 

(completed by Member for 
LARAEC review) 

X 

(initially completed by Member 
and finalized in conjunction with 

LARAEC/Member onsite 
meeting) 

3. Monitoring Checklist Exhibit 2 
Exhibit 6 

X X 

4. Compliance Testing of Expenditures 

(Note:  includes selecting sample of 
transactions) 

Exhibit 3 Not applicable for Limited scope 
review  

X 

5. Follow-up on Prior Findings and 
Corrective Action Plans 

Exhibit 4 X X 

6. Issue Monitoring Review Report Exhibit 5 Not applicable for Limited scope 
review (however, may issue as 
needed if issues are identified) 

X 
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A. Planning – Pre-Review Tasks List

Refer to Exhibit 1.1 for the Pre-Review Tasks List.

B.  

 

 
 
 

B. Program Compliance Questionnaire 

Refer to Exhibit 1.2 for example Program Compliance Questionnaire. 

C.  Monitoring Checklist

The Monitoring Checklist is an analysis tool for LARAEC staff to use in 1) reviewing the member district information for both types of 
reviews and 2) documenting LARAEC’s review procedures and results.  Refer to Exhibit 2 for example Monitoring Checklist. 
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III. Compliance Testing of Expenditures

Objectives: To determine that the expenditures are appropriately documented and that the
activities aligned with LARAEC's goals and objectives and meet the criteria for program
allowability per the CAEP Fiscal Management Guide (refer to Section 2: Program Allowable
Costs and Activities). If the activities involved using consultants or contractors, determine if the
Member District followed the appropriate procurement policies.

For payroll-related expenditures (salaries and benefits), this includes determining that control
procedures are utilized to ensure that programs are allocated the correct expense amount based
on the benefits received.

For any capital outlay expenditures, this includes determining that the expenditures are
supported by invoices and that a listing of the equipment/property is maintained by the Member
District.  Additionally, verify that the capital outlay expenditure was approved in advance by the
Consortium, as required.

Compliance Testing Procedures: 

Refer to Exhibit 3 for detailed Compliance Testing Procedures template. 

Sample Size:  A total sample size of 30 expenditure transactions will be selected for compliance 
testing.  The sample size will be allocated pro-rata to the following categories based on relative 
dollar amount:   

• Payroll expenditures:  includes Instructional Salaries (#1000), Non-instructional Salaries
(#2000), and Employee Benefits (#3000)

• Non-payroll expenditures:  includes Supplies and Materials (#4000), Other Operating
Expenses and Services (#5000), Other Outlay (#6000), and Other Outgo (#7000)
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IV. Follow Up on Member Districts Prior Findings and Corrective Action Plans

Refer to Exhibit 4 for the procedures to be performed by LARAEC related to follow-up on a
member district’s prior findings and corrective action plans.

Refer to Exhibit 5 for the Summary of Findings template (to be prepared by member-district).
The Summary of Findings template includes the following information:

• Finding reference number
• Criteria or requirement
• Description or identified condition
• Questioned cost or disallowed cost (nature, dollar amount, and how calculated)
• LARAEC recommendation
• Views of responsible member-district officials (include personnel name/title) and

planned corrective action (include expected implementation date)
o Member-district must indicate expected implementation date based on  internal

assessment of the identified condition and the nature of the planned corrective action
plan

• Current status (implemented, partially implemented, or not implemented)
• Member-district explanation if not fully implemented

V. Monitoring Review Report

Upon completion of an Extended Scope review, the next step is to issue a formal monitoring
review report to the member district including senior management and key administrative staff.
The report should outline all non-compliance issues and findings, provide recommendations for
improvement and may request the member district to prepare a corrective action plan.

Guidelines and criteria for documentation of issues in the monitoring review report are as
follows:

• Findings: A finding is an operational deficiency in internal controls, noncompliance
with provisions of laws, regulations, contracts, grants, or fraud, waste and abuse.

• Recommendations: A recommendation must provide a course of action that will
correct a finding or issue that has been identified and provide improvements.
Recommendations should be action-oriented, convincing, well-supported, and
effective.

• Questioned Costs: A questioned cost can result from a violation, or possible
violation, of a statute, regulation, or the terms and conditions of the program
agreement. In addition, it could be a cost not supported by adequate documents, or
appears unjustifiable or unreasonable and does not reflect the actions a prudent
member district would take in the circumstances.
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• Disallowed Costs: A disallowed cost is a charge that LARAEC determines to be
unallowable under the California Adult Education Program guidelines.

• Corrective Action Plan (CAP): Once the member district receives the monitoring
review report, the member district will have 60 days to either 1) dispute the finding
and provide supporting documentation to resolve the issue; or 2) confirm the finding
and provide a formal CAP to correct and address the finding.  The member-district
must indicate the expected implementation date based on internal assessment of the
identified condition and the nature of the planned corrective action plan, with an
implementation timeframe not to exceed 6 months.  If necessary, follow-up reviews
will be conducted by LARAEC to ensure that the corrective action plan is
implemented timely.

Refer to Exhibit 5 for Extended Scope Review - Summary of Findings template. 
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VI. Member District Effectiveness

LARAEC staff performs procedures related to verification of member district effectiveness
criteria (refer to Monitoring Checklist) in conjunction with the limited and extended scope
reviews. LARAEC staff has also developed the Effectiveness Report Template as an
additional tool to review member district and overall consortium effectiveness.  Refer to
Exhibit 6 for the Effectiveness Report Template.  On a quarterly basis, LARAEC staff must
obtain required data from member districts to complete the template.  LARAEC staff should
review the report and assess results for each member district as well as on an overall consortium
basis.
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SECTION 6 – Project Phases 1 and 2 – Preliminary Observations and Recommendations 

Phase 1 of the project involved gaining an understanding of LARAEC’s existing policies and 
procedures for oversight and monitoring.  

Phase 2 of the project involved gaining an understanding of member-districts’ procedures and 
systems for AB 104 data accumulation procedures and reporting to the State and LARAEC.  The 
following 3 member-districts were selected for site visits: 

1. Los Angeles Unified School District (LAUSD)
2. Montebello Unified School District (MUSD)
3. Los Angeles Community College District (LACCD)

The site visits entailed performing inquiries to gain an understanding of systems used by member- 
districts to 1) accumulate and transmit data to the State (via the Nova system) and 2) report to 
LARAEC, as required by the AB 104 program, through interviews and documentation of processes 
(including flowcharts and walkthroughs). Areas of focus included the following cycles: 

- Budgeting,
- Payroll (payroll-related expenditures)
- Procurement / disbursements (non-payroll expenditures)
- Reporting

As a result of Phases and 1 and 2, Vasquez has provided preliminary observations and 
recommendations (refer to Exhibit 8). 
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Exhibit 1.1 – Planning – Pre-Review Tasks List 

 

Planning (Pre-Review) Tasks 

 Procedure Results 

1.  Perform risk assessment procedures using Risk Assessment – Summary Decision 
Table. 

 

2.  Establish timetable and annual schedule for LARAEC’s limited and extended 
scope desk compliance reviews. 

 

3.  Based on established timetable, send Program Compliance Questionnaire (refer 
to Exhibit 1.2 for example questionnaire) to member district for completion in 
order for LARAEC to collect required data.  Note:  For an extended scope review 
(onsite), the completed questionnaire will be reviewed and discussed with member 
district management in an onsite fieldwork meeting. 

The Program Compliance Questionnaire should be developed/updated by 
LARAEC staff as needed.  The data collected via Program Compliance 
Questionnaire may include such items as: 

a. Description of member district’s overall structure, key personnel handling 
management and operational duties related to the Adult Education Program 

b. LARAEC’s Annual Plan includes each member districts’ plan for meeting 
program objectives.   Each member district has their own internal process 
in place for ongoing monitoring and review of program performance 
unique to their specific program.  In order to verify that member-districts 
have a program monitoring process in place,  the member district should 
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Planning (Pre-Review) Tasks 

 Procedure Results 

provide evidence of their own internal Program Performance Analysis 
Documentation, which should include plan, data, and relevant 
documentation on how the member district is carrying out the program 
objectives (as included in the Annual Plan).  This should include a 
comparison of actual accomplishments to objectives and reasons for any 
variances.  Note:  If such program monitoring documentation cannot be 
provided by a member district, this should be considered a finding. 

c. Employee time-keeping policies and methodology for recording/allocating 
time across programs 

d. Procurement policies and procedures 
e. Capital outlay policies and procedures and related inventory tracking 

procedures 
f. Travel policy 
g. General ledger information: 

- Detail transaction listing and reconciliation for the current period for 
all expenditure amounts (by object code) listed in the Year to Date 
Expenditure and Progress Report.  If performing an Extended scope 
review, this detail listing may be used to select a sample of 
transactions (payroll and non-payroll). 

h. Equipment and inventory records 
i. Any significant changes in internal controls related to the program 
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Exhibit 1.2 – Program Compliance Questionnaire 

Program Compliance Questionnaire 

 Procedure/ Verification Results 

1.0 Organizational Structure  

1.1 Description of overall organizational structure.  

1.2 List of key personnel handling management and operational duties for the Adult 
Education Program. 

 

2.0 Accounting Policies and Procedures   

2.1 Are there formal Accounting Policies and Procedures in the following areas:  

2.1.1 • Procurement  

2.1.2 • Contract Administration  

2.1.3 • Payroll and personnel compensation  

2.1.4 • Inventory 
 

 

2.1.5 • Vendor Payments  

2.1.6 • Program budgeting and accounting  

2.1.7 • Cash receipts  
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Program Compliance Questionnaire 

 Procedure/ Verification Results 

2.1.8 • Cash disbursements  

2.1.9 • Resolution of audit findings  

2.2 Does the organization have a written conflict of interest for employees”  

2.3 Are there sufficient internal controls in place to protect against waste, fraud and abuse of 
Federal funds (segregation of duties, etc.)?  
 

 

2.4 Does the organization use the same policies and procedures for accounting for both state 
and federal funds? 

 

2.5 Are all appropriate accounting staff trained on current policies, procedures, and 
instructions for accounting and expending of CAEP funds? 

 

2.6 What accounting system does the organization use?  

2.7 What accounting basis is used (cash basis, accrual basis, or modified accrual)  

2.8 To ensure open invoices and amounts for goods and services received are properly 
accrued, recorded or controlled, does the organization use checklists for quarterly report-
closing procedures? 
 

 

2.9 How are CAEP funds identified and tracked in the accounting system?  Are they 
identified by funding source and object code? 

 

 

2.10 For each program/grant, does the accounting system provide information on the 
following: 
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Program Compliance Questionnaire 

 Procedure/ Verification Results 

2.10.1 • Authorizations  

2.10.2 • Obligations  

2.10.3 • Funds received  

2.10.4 • Capital Outlays  

2.10.5 • Unobligated balances  

2.11 Are accounting records supported by source documentation (i.e. cancelled checks, 
invoices, and other supporting documentation)? 

 

2.12 Are payment vouchers identified by:  

2.12.1 • Program/grant number  

2.12.2 • Expense classification  

2.12.3 • Funding source  

2.12.4 • Transaction date  

2.13 Are purchasing and disbursement functions separate?   
 

 

2.14 Cash Management  

2.14.1  
• Is the cash receipts function performed by someone other than the person 

who is responsible for signing checks, reconciling bank accounts, or 
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Program Compliance Questionnaire 

 Procedure/ Verification Results 

maintaining non-cash Accounting records (i.e. ledgers or journals)? 

2.14.2 • Are all disbursements controlled by check registers?  
 

 

2.14.3 • Do supporting documents accompany checks when they are submitted for 
signature? 
 

 

2.14.4 • Are supporting documents cancelled to prevent reuse?  

2.14.5 • Are invoices or vouchers approved in advance by authorized officials?  
 

 

2.15 Do accounting staff review and verify the following prior to entering a transaction into the 
accounting system? 

 

2.15.1 • Authorizations  

2.15.2 • Purchase orders  

2.15.3 • Disbursements  

2.16 Does the system provide for prompt and timely recording of all financial transactions?  

2.17 Are there controls to preclude:  

2.17.1 • Inappropriate disbursements  

2.17.2 • Duplicate charges  

2.18 Are all reports prepared on the same basis as the accounting system?  
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Program Compliance Questionnaire 

 Procedure/ Verification Results 

2.19 Are the organization’s payroll expenditures:   

2.19.1 • Supported by a system of internal control that provides reasonable assurance the 
charges are accurate, allowable and properly allocated? 

 

2.19.2 • Reasonably reflective of the total activity for which the employee is compensated?  

2.19.3 • In compliance with the organization’s established policies and procedures?  

2.19.4 • Supportive of the distribution of the employee’s salary or wages among specific 
activities or cost objectives?  

 

2.20 If budget estimates are used to support personnel expense charges to programs:  
(i.e. estimate based on allocation/calculation, for example) 
 

 

2.20.1 • Are they used for accrual purposes only?  

2.20.2 • Do established estimates produce reasonable approximations of the activity 
performed? 

 

 

2.20.3 • Are significant changes in corresponding work activity identified and entered into 
the accounting system on a timely basis? 

 

2.21 Enrollment Data  

 • Is enrollment data supported by system source data?  

 • Is enrollment data reconciled from the various systems on a regular basis?  

3.0 Audit Reports and Other Relevant Review Reports  
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Program Compliance Questionnaire 

 Procedure/ Verification Results 

3.1 Obtain copies of most recent audit report and any review reports.  

4.0 Adult Education Program – Program Performance   

4.1 Member district’s Program Performance Analysis Documentation, which should 
include plan, data, and relevant documentation on how the member district is carrying out 
the program objectives (as included in the Annual Plan).  This should include a 
comparison of actual accomplishments to objectives and reasons for any variances. 

 

 

5.0 Adult Education Program (AB 104 Funds) -  Reporting Process:   
 

 

5.1 Enrollment counts – reported to LARAEC and the State   

5.1.1 • Evidence of source documentation to support the reported enrollment counts  

5.2 Quarterly reports (Year to Date Expenditures and Progress Report):submitted to the State 
via NOVA (state reporting system) 

 

5.2.1 • Formal review and approval by appropriate program personnel prior to submission   

5.2.2 • Evidence of source documentation to support reported amounts  

5.2.3 • Capital outlay expenditures – evidence of CAEP and Consortium approval 
provided in advance of expenditure 

 

5.2.4 • Indirect cost criteria – indicate criteria used for calculation of indirect cost amount  
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Exhibit 2 – Monitoring Checklist 

Monitoring Checklist 

 Procedure/ Verification Results 

1.0 Review and Verification  

1.1 Obtain Program Compliance Questionnaire (refer to Exhibit 1.2), as completed by 
member-district. 

 

1.2 Formal policies and procedures for the following areas: 
- Procurement 
- Employee time-keeping 
- Payroll and personnel compensation 
- Capital outlay 
- Travel 
- Equipment and inventory management 
- Cash disbursements 
- Cash receipts 
- Indirect cost 

 
(Note: In initial monitoring year, review formal policies and procedures for areas listed) 

 

1.3 Programmatic performance to date and method by which program objectives are 
measured (prepared by member-district): 
 
Program Performance Analysis Documentation (as prepared by each member district’ 
unique to each member district’s program), which should include: 

- comparison of actual accomplishments to objectives established by the 
program 

- source data to support member’s actual accomplishments 
- reasons why established goals have not been met, if applicable 
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Monitoring Checklist 

 Procedure/ Verification Results 

1.4 Key personnel performing duties related to the program  
 

 

1.5 Segregation of duties  
 

 

1.6 Additional relevant information provided by member-district 
 

 

1.7 Any significant developments (favorable or otherwise), problems, adverse conditions 
noted by member-district related to the program 
 

 

1.8 Program funds must be recorded in a separate fund and object codes as specified in CAEP 
Fiscal Management Guide.  Does the member’s accounting system identify receipts and 
expenditures for the program in a separate fund? 

 

1.9 Review of general ledger information provided: 
1. Detail transaction listing supporting expenditure amounts reported for the period. 
2. Reconciliation of detail transaction listing to reported expenditure amount. 
3. Selected source documentation provided 
4. Selected payroll records provided 

 

 

1.10 For Extended Scope Reviews only, perform compliance testing procedures (refer to Section 5 for 
Compliance Testing Procedures). 
 
Sample Size:  A total sample size of 30 expenditure transactions will be selected for 
compliance testing.  The sample size will be allocated pro-rata to the following 
categories based on relative dollar amount:   

• Payroll expenditures:  
- Instructional Salaries (#1000) 
- Non-instructional Salaries (#2000) 
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Monitoring Checklist 

 Procedure/ Verification Results 

- Employee Benefits (#3000) 
• Non-payroll expenditures:  

- Supplies and Materials (#4000) 
- Other Operating Expenses and Services (#5000) 
- Other Outlay (#6000) 
- Other Outgo (#7000) 

 
1.11 Follow up with the member-district for any missing information originally requested or 

additional information requests as a result of the review. 
 

 

2.0 Evaluation 
 

 

2.1 Based on review of all information obtained in previous steps, assess whether the 
requirements of the program are being met.    
 
Evaluate the following: 

1. Program needs meeting needs of the community (needs-based) 
2. Current levels and types of services (enrollment data, outcomes) 
3. Funds provided to member districts (cost effective) 
4. Member effectiveness (overall effectiveness) – see item 3.0 

 

 

3.0 Verification of Member Effectiveness Criteria  

3.1 Member participated in completing and updating the Annual Plan Template.  
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Monitoring Checklist 

 Procedure/ Verification Results 

3.2 CAEP member funds were expended within the seven program areas, and services 
provided are consistent with the plan.  

 

 

3.3 Member participated in completing and updating the 3-year Consortia Plan, including any 
amendments (most recent) 

 

 

3.4 Member expenditures align with the objectives of LARAEC’s annual plan as approved by 
the LARAEC board. Member participates in consortium/public meetings.  

 

 

3.5 Member participates in consortium final decisions.  
 

 

3.6 Member reports student level enrollment data and outcomes for quarterly and final 
reporting (related to fiscal period under review) 

 

 

3.7 Member shares information on programs offered, and the resources being used to support 
the programs.  
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Exhibit 3 – Compliance Testing Procedures for Expenditures 

Compliance Testing Procedures 
                                  Verification Procedure Results/Comments 

1.0 Non-Payroll Expenditures   
 
Includes the following object codes: 

- Supplies and Materials (#4000) 
- Other Operating Expenses and Services (#5000) 
- Other Outlay (#6000) 
- Other Outgo (#7000) 

 

  

1.1 Did the Member District appropriately document the 
expenditures through evidence of supporting documentation 
and review and approval? 
 

Obtain invoice and supporting 
documentation for the expenditure 
and verify: 

• Invoice date, description, and 
dollar amount 

• Evidence of review and 
approval by authorized 
personnel 

 

1.2 If the expenditures relate to the use of consultants/contractors, 
did the Member District follow it’s established procurement 
policies and procedures to hire the consultants or contractors? 

Match procurement documentation 
maintained supporting the sampled 
expenditure against Member 
District’s formal procurement 
procedures. 
 

 

1.3 Did the Member District accurately report the expenditures in 
their accounting records? 

Trace selected expenditures to 
accounting records. 
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1.4 Does nature of the expenditure align with the member 
district’s Annual Plan? 

  

1.5 Does expenditure relate to one of the seven program areas, as 
listed in the CAEP Education Code (Section 84913)? 

Based on nature of expenditure and 
review of supporting source 
documentation, determine and 
document the related program area. 

 

1.6. Is expenditure considered reasonable and justifiable, as 
defined in CAEP Fiscal Management Guide, for the 
performance of the program intent? Is nature of activity 
consistent with program objectives?  
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                                  Verification Procedure Results/Comments 

1.7 Does expenditure meet the 3 primary criteria for allowability? 
 

  

1.7.1 • Substantiate that the cost was necessary and reasonable 
for proper and effective administration of the program. 

Review supporting documentation 
and determine if criteria are met.  
Document conclusions. 

 

1.7.2 •  Cost must be allocable to the funding source activities   
1.7.3 • Cost must not be a general expense that is used to carry 

out the member district’s overall responsibility 
  

1.8 Is expenditure adequately documented and did it occur during the 
"Performance Period” (i.e. approved within the three year 
period included in the Annual Plan)? 

Review supporting documentation 
and determine date of expenditure 
and date of approval.  Document 
conclusions. 

 

1.9 Was expenditure paid prior to requesting reimbursement? 
 

  

1.10 If applicable, is expenditure allocated according to cost allocation 
plan or an approved indirect cost rate plan? 
 

  

1.11 For an expenditures that may be allocated (i.e. rent or other), the 
cost is allocated appropriately to related programs. 
 

Review supporting documentation for 
allocation to applicable programs. 
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                                  Verification Procedure Results/Comments 

2.0 Capital Outlay Expenditures   

2.1 For the capital outlay expenditure, did the Member District 
obtain approval in advance from the Consortium?  

If approval is not obtained in advance, the cost is deemed 
unallowable. 

  

2.2 Did the Member District maintain invoices to support the 
equipment expenditures? 

Inquire with Member District’s 
representative if expenditures were 
incurred related to capital outlay.  
 

 

2.3 Did the Member District follow it’s established procurement 
procedures to purchase the equipment? 

Match procurement documentation 
maintained which supported the 
sampled expenditures against the 
Member District’s formal 
procurement procedures. 
 

 

2.4 Did the Member District accurately report the capital outlay 
expenditure(s) in its accounting records? 
 

Trace selected capital outlay 
expenditures to accounting records. 
Inspect copy of cancelled check to 
verify the payment to the approved 
vendor. 
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                                  Verification Procedure Results/Comments 

2.5 Did the Member District maintain an capital assets/ equipment 
inventory that listed the following: 

(a) Description of equipment 
(b) Serial number/Equipment number 
(c) AEL No. 
(d) Fund source/year 
(e) Title Holder 
(f) Percentage of Federal participation 
(g) Acquisition date 
(h) Acquisition cost 
(i) Equipment location (as of specific date) 
(j) Use and Condition of equipment (as of a specific date, 

useful life, etc.) 
Disposition data including date and sale price (if applicable) 

Identify items (a) to (k) in the 
Member District’s capital assets 
inventory record. 

 

2.6 Did the Member District conduct a physical inventory of 
capital assets purchased with program funds at least once 
every two years? 

Inquire with Member District’s 
representative if a physical inventory 
of equipment was conducted within 
the past 2 years and if so, inspect 
documentation supporting the count. 
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                                  Verification Procedure Results/Comments 

2.7 Was the capital asset physically inspected to ensure: 
 

   

2.7.1 • The capital asset existed and agreed to inventory 
listing? 

Inspect selected capital assets listed 
in the Member District’s equipment 
inventory listing. 
 

 

2.7.2 • The equipment worked and adequately trained staff are 
available to operate the equipment? 

Observe the condition of the 
equipment and inquired the name(s) 
of the staff who was (were) tasked to 
operate the equipment and their 
position title. 
 

 

2.8 Did the Member District maintain the equipment in a secure 
location? 

Observe the location and security of 
the selected equipment. 
 

 

2.9 For property other than equipment (i.e. supplies), did the 
Member District have controls and accountability to safeguard 
and ensure that the items are used solely for authorized 
purposes? 

Inquire with the Member District’s 
representative of the controls and 
procedures relating to supplies 
acquired using CAEP funds. 
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  Verification Procedure Results/Comments 

2.10 For equipment disposals, if any: 

2.10.1 • Was the disposition consistent with state regulations? If there are equipment disposals, 
verify whether the Member District’s 
policy includes notifying the State 
when equipment is disposed and 
whether such policy was 
implemented. 

2.10.2 • What is the status of the proceeds received from the
disposal?

For equipment disposals tested, 
examine documentation supporting 
the disposal and status of proceeds. 

2.11 Did the Member District have a policy for damaged, 
destroyed, lost or stolen equipment including, but not limited 
to, informing the State/LARAEC, steps to replace the 
equipment and an investigative process? 

Obtain and review the Member 
District’s policy relating to damaged, 
destroyed, lost or stolen equipment. 
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                                  Verification Procedure Results/Comments 

3.0 Payroll Expenditures 

Includes the following object codes: 
- Instructional Salaries (#1000) 
- Non-instructional Salaries (#2000) 
- Employee Benefits (#3000) 

  

3.1 Were employee timesheets signed and dated by a direct 
supervisor? 

Verify supervisor approved timecard.   
 

 

3.2 Was employee paid according to approved pay rate?   

3.3 Does employee timesheet hours agree to the payroll check stub 
hours;  
 

  

3.4 Is employee payroll allocation accurate?   

3.5 Is time and effort reporting appropriately documented to 
allocate employee payroll to programs? 

Note:  This refers to any employee who may work on multiple 
programs and must submit time and effort reports as part of 
timesheet each pay period. 
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 Exhibit 4 – Procedures for Follow-Up on Prior Findings and Corrective Action Plan 

Verification Procedures  Results/Comments 

1.0 Ensure that the Member District corrected areas 
of non-compliance that remain outstanding and 
were reported as findings in prior LARAEC 
monitoring reports OR other Member District 
audits. 

Perform follow-up and establishing timeline for 
implementation of any corrective action plan. 

  

2.0 Establish regular follow-up schedule and 
timeline for Member District implementation of 
any corrective action plan. 

  

3.0 If the prior LARAEC monitoring report finding 
was resolved, explain resolution and indicate 
such in the current report as resolved. 
 

Verify that corrective actions were 
implemented and are working 
effectively. 

 

4.0  If the prior year LARAEC monitoring report 
finding is not resolved, indicate why it has not 
been resolved and what the Member District is 
doing to resolve the prior year finding and 
indicate such in the current report. 

Obtain reasons why recommendation 
was not implemented. 

Obtain corrective action plan including 
the date of implementation. 
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Exhibit 5 – Extended Scope Review – Summary of Findings Template 

See separate Excel file attached. 
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Exhibit 6 – LARAEC Member District Effectiveness Report Template 

(A1)

0+ Hrs
(A2)

12+ Hrs
(A3)

EFL Gains
(A3/A2)

%
(A6)

Outcomes
(A6/A5)

%
(A8)

Outcomes
(A8/A5)

%
(A10)

Outcomes
(A10/A5)

%
(A12)

Outcomes
(A12/A5)

%
(A14)

Outcomes
(A14/A5)

%
(A16)

Outcomes
(A16/A5)

%

BUSD

CCUSD

LACCD

LAUSD

MUSD

LARAEC

Q1
(15%)

Q2
(30%)

Q3
(45%)

Q4
(60%) Q1 Q2 Q3 Q4

BUSD

CCUSD

LACCD

LAUSD

MUSD

LARAEC

Notes:

Los Angeles Regional Adult Education Consortium
Effectiveness Report

July 1, 2018 to June 30, 2019

District

Enrollees
Literacy Gains 

(Pre/Post)

CAEP Outcomes

(A5)

Enrollees
1+ Hrs

Other Literacy Gains HSD/HSE Achieved

(1) The Effectiveness Report template was developed as a response to the State Auditor recommendations to LARAEC and it is recommended by the PPT that it should only be used for this purpose. Effectiveness measures were
determined based on AB104 Section 84920.
(2) Data Source: SY 2018-2019 CAEP (Summary) Table dated 01.07.2020 from TE and SY 2018-2019 Quarterly Progress and Expense Reports 
(3) Supporting documentation available from the LARAEC office upon request.

Post-Secondary Achieved
Enter

 Employment Achieved
Increase Wages 

Achieved
Transitions to Post-
Secondary Achieved

District

Spending Targets
Expenditures & Activities 
Aligned with LARAEC Plan % of Carry-

over to 
Budget

% of Carry-
over to 

Allocation

DRAFT
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Exhibit 7 – Member District Quarterly Supplemental Reporting Package Template

See separate Excel file attached. 
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Exhibit 8 – Project Phases 1 and 2 – Preliminary Observations and Recommendations 

 Observation Recommendation 

1. Member-districts – AB 104 Reporting Process 

Each member district has their own process in place for 1) 
accumulating and transmitting data to the State (via the 
Nova system) and 2) preparing the required quarterly 
reports for LARAEC. We noted that the member districts 
each utilize different IT systems for recording and tracking 
activity related to AB 104 funds.   

However, we noted the member district’s policies and 
procedures over the AB 104 funds reporting process are 
not formally documented.  Additionally, the supporting 
documentation is not formally maintained in a central 
location. 

 

We recommend that the member-districts implement formal 
policies and procedures over the reporting process related to 
AB 104 funds.   Such policies and procedures should 
include: 

- data tracking and accumulation 
- report preparation process  
- review process – evidence of preparer and 

management review for all reports prior to 
submission to the State (via Nova system) and to 
LARAEC.   

Additionally, supporting documentation related to AB 104 
funds reporting should be formally maintained in a central 
location. 

Established policies and procedures and formal maintenance 
of supporting documentation is critical to ensure 
completeness and accuracy of AB 104 funds reporting.  This 
will also help facilitation efficiency of LARAEC’s oversight 
and monitoring procedures as supporting documentation for 
quarterly and annual reporting packages will be formally 
documented and readily available. 



Los Angeles Regional Adult Education Consortium 
Member District Monitoring Procedures 

 
 

47 
 

 Observation Recommendation 

2. Member-districts – Program Performance Analysis 
Documentation 

Evidence of member-district’s program performance 
analysis documentation has not been provided. 

 

3. LARAEC – Comprehensive Analytical Review Process 

Member-districts submit quarterly reports to LARAEC in a 
required format.  The quarterly reports include budget and 
actual activity related to AB 104 funds and limited 
narrative analysis.  We noted that the narrative analysis 
does not provide a sufficient level of information to 
facilitate a comprehensive analytical review analysis by 
LARAEC.   Currently, LARAEC personnel review the 
quarterly reports submitted and communicate with each 
member-district on an as needed bases regarding analytical 
review inquiries.  We understand that this process is 
somewhat time consuming.   

 

We recommend that LARAEC implement a formal 
comprehensive analytical review template to be utilized by 
member-districts for quarterly report analysis.  Member 
districts should complete this template and provide to 
LARAEC as part of their AB104 quarterly reporting.   

LARAEC plans to incorporate this into the Member District 
Quarterly Supplemental Reporting Package Template (see 
Exhibit 7). 

4. LARAEC – Training Program 

We noted that the LARAEC does not currently have a 
formal training program in place for member districts.   
LARAEC regular communicates with the member districts 
regarding AB 104 funds and reporting.  However, we 
noted that the Consortium does not currently conduct 
formal training sessions with member districts regarding 

 

We recommend that the Consortium implement a formal 
training program for member district personnel regarding 
reporting of AB 104 funds  This will: 

• Help ensure consistency and accuracy of member 
district’s quarterly reports; 

• Enhance efficiency of the Consortium’s review 



Los Angeles Regional Adult Education Consortium 
Member District Monitoring Procedures 

48 

Observation Recommendation 

AB 104 reporting requirements.  process and help minimize the additional inquiries 
made to the member-districts regarding quarter 
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Exhibit 5 - Extended Scope Review - Summary of Fiindings Template

Member:  

Quarter:

Period :

Finding 

Reference 

Number Criteria or Requirement Description / Identified Condition Cause and Effect

Questioned Cost or Disallowed 

Cost

LARAEC 

Recommendation

Views of Responsible Member District 

Officials and Planned Corrective Action 

(including expected implementation date)

Current Status 

[Implemented, Partially 

Implemented, Not 

Implemented]

Explanation If Not Fully 

Implemented

2019-01

Page 1 of 1 Exh 5 _Template  2/11/2021  10:26 AM

lausd_user
Highlight
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DRAFT QUARTERLY SUPPLEMENTAL REPORTING PACKAGE
Member District: LAUSD

Current
Quarter: Q4 Year to Date as of __________ <-- Select Quarter End

Reporting Analysis Package Index
Period: 7/1/18 - 6/30/19

The Quarterly Supplemental Reporting Package is comprised of the following:

Tab

1 Member District Management Approval Sheet

2 Comprehensive Analytical Review / Variance Analysis Template:
Analytical Review:  YTD Expenditures Actual CY vs. PY
Analytical Review:  YTD Budget Adjustments

3 Trial Balance - Adult Education Fund (Fund 11)

4 Indirect Costs - Reasonableness Recalculation

5 Member-District Program Performance Analysis Documentation

6 Summary of Findings and Status of Corrective Action Plan

7 Other Items (To be added as needed based on LARAEC's information inquiries to member-districts)

Description

Exhibit 7 - Member District Supplemental Reporting Package Template

lausd_user
Highlight
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Tab 1 - Member District Management Approval Sheet

Member:  LAUSD  
Quarter: Q4  
Period : 7/1/18 - 6/30/19

Signature Date Name Title
(print separate sheet with original signature if necessary) (please type) (please type) (please type)

1 Preparer (s):
Preparer1
Preparer2

2 Reviewer:
 Reviewer1

 3 Reviewer:
 Reviewer2

I have reviewed the Quarterly Reporting Analysis Package, as listed in the accompanying index, and believe it to be 

Approvals:
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LARAEC
Tab 2 - Member-District Comprehensive Analytical Review Template

Select Scope:
Member: LAUSD LACCD -$                  5%
Quarter: Q4 LAUSD 750,000$      5%
Period : 7/1/18 - 6/30/19 MUSD -$                  5%

 
Object 
Code Description

Scope: change 
= / > $750,000 5%

  YTD Budget
Budget 

Adjustment
Adjusted YTD 

Budget
YTD 

Expenditures Balance

Budget Adjustment 
as a % of Original 

YTD Budget

Adjusted YTD 
Budget as a % 

of Total 

YTD 
Expenditures as 

a % of Total YTD Budget
Budget 

Adjustment
Adjusted YTD 

Budget
YTD 

Expenditures Balance

Budget 
Adjustment as a 
% of Original 
YTD Budget

Adjusted 
YTD Budget 

as a % of 
Total 

YTD 
Expenditures as a 

% of Total 

Budget 
Adjustment as 

a % of 
Original YTD 

Budget Reference $ Change % Change Reference

Analytical Explanation (provide sufficient detail 
support reason/cause for the fluctuation)

A B C - A+B D E = C-D F = B/A G H I = G+H J K = I-J L = H/G  
 1000 Instructional 

Salaries
 $     49,572,425  $                 704  $     49,573,129  $     45,278,714  $ 4,294,415 0% 45% 44%  $      53,504,036  $              -    $     53,504,036  $      50,749,768  $    2,754,268 0% 49% 50%

0% <1.B> (5,471,054)$      -11% <.1.A> <.1.A>
 2000 Noninstructional 

Salaries
 $     16,289,915  $                    -    $     16,289,915  $     15,945,268  $    344,647 0% 15% 16%  $      15,180,495  $              -    $     15,180,495  $      14,619,896  $       560,599 0% 14% 14%

0% <2.B> 1,325,372$       9% <2.A> <2.A>
 3000 Employee Benefits  $     30,922,593  $                    -    $     30,922,593  $     29,941,188  $    981,405 0% 28% 29%  $      33,400,499  $              -    $     33,400,499  $      31,019,079  $    2,381,420 0% 30% 30%

0% <3.B> (1,077,891)$      -3% <3.A> <3.A> Not applicable - below scope
 4000 Supplies and 

Materials
 $       1,934,942  $           (48,010)  $       1,886,932  $       1,180,144  $    706,788 -2% 2% 1%  $        2,544,554  $              -    $       2,544,554  $        1,581,653  $       962,901 0% 2% 2%

-2% <4.B> (401,509)$         -25% <4.A> <4.A> Not applicable - below scope
 5000 Other Operating 

Expenses & 
Services

 $       4,832,732  $            47,306  $       4,880,038  $       4,818,718  $      61,320 1% 4% 5%  $        5,024,177  $              -    $       5,024,177  $        4,296,694  $       727,483 0% 5% 4%

1% <5.B> 522,024$          12% <5.A> <5.A> Not applicable - below scope
 6000 Other Outlay  $       1,341,751  $                    -    $       1,341,751  $          242,305  $ 1,099,446 0% 1% 0%  $                    -    $              -    $                    -    $                    -    $                 -   #DIV/0! 0% 0% 0% <6.B> 242,305$          #DIV/0! <6.A> <6.A> Not applicable - below scope
 7000 Other Outgo  $            48,030  $           (48,030)  $                    -    $                    -    $              -   -100% 0% 0%  $                    -    $              -    $                    -    $                    -    $                 -   #DIV/0! 0% 0% -100% <7.B> -$                  #DIV/0! <7.A> <7.A> Not applicable - below scope
  Indirect Costs  $       5,177,631  $                    -    $       5,177,631  $       4,858,202  $    319,429 0% 5% 5%  $        4,774,406  $              -    $       4,774,406  $        4,336,125  $       438,281 0% 4% 4% 0% <8.B> 522,077$          12% <8.A> <8.A> Not applicable - below scope

       
Total 110,120,019$   (48,030)$           110,071,989$   102,264,539$   7,807,450$  0% 100% 100% 114,428,167$    -$            114,428,167$   106,603,215$    7,824,952$    0% 104% 104% 0% (4,338,676)$      -4%

<1.B> Not applicable - below scope
<2.B> Not applicable - below scope
<3.B> Not applicable - below scope
<4.B> Not applicable - below scope
<5.B> Not applicable - below scope
<6.B> Not applicable - below scope
<7.B> Not applicable - below scope
<8.B> Not applicable - below scope

Fiscal Year:  2019 Prior Fiscal Year:  2018
Scope: budget 

adjustment > 5%

Instruction:  Please input grey 
highlighted cells only.
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Tab 3 - Trial Balance - Adult Education Fund (Fund 11)

Member:  LAUSD
Quarter: Q4
Period : 7/1/18 - 6/30/19
 

Instruction:  Please provide as separate PDF document.

L+M5:T11
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Tab 4 - Indirect Costs -  Reasonableness Recalculation

Member:  LAUSD
Quarter: Q4
Period : 7/1/18 - 6/30/19
 
Member-District Approved Indirect Cost (IDC) Rate, as defined * 8.37% (A)
IDC Rate Cap * 5.00% (B)
 IDC Rate To Be Used - lesser of (A) or (B) 5.00% ( C)

*  Per CAEP Fiscal Management Guide

Object Code Description Budget Expenditures
1000 Instructional Salaries 49,573,129$          45,278,714$             
2000 Noninstructional Salaries 16,289,915$          15,945,268$             
3000 Employee Benefits 30,922,593$          29,941,188$             
4000 Supplies and Materials 1,886,932$            1,180,144$               
5000 Other Operating Expenses & Services 4,880,038$            4,818,718$               
6000 Other Outlay 1,341,751$            242,305$                  
7000 Other Outgo -$                       -$                          

 Indirect Cost -$                       -$                          
TOTAL 104,894,358$        97,406,337$             

IDC Recalculation:
Object Codes 1000-7000  Expenditures 104,894,358$        97,406,337$             
Less Adjustments:

  
  Subagreement (5100) -$                       -$                          
  Capital Outlay 1,341,751$            242,305$                  

-$                       -$                          
 -$                       -$                          
 -$                       -$                          
     Subtotal Adjustments 1,341,751$            242,305$                  

Total Expenditures suject to IDC 103,552,607$        97,164,032$             ( C)

IDC Rate To Be Used 5.00% 5.00%  

Recalculated IDC 5,177,630$            4,858,202$               
Reported IDC 5,177,631$            4,858,202$               
Variance Over(Under) 1$                          0$                             

 

Instruction:  Please list description of each adjustment.  If there are 
none, please indicate "None".

 

Variance must be zero.
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Tab 5 - Program Performance Analysis Documentation

Member:  LAUSD
Quarter: Q4
Period : 7/1/18 - 6/30/19
 

Instruction:  Please provide member district's own 
program performance analysis documentation (i.e. process 
for how member district monitors their own program 
performance) as separate PDF document.
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Tab 5 - Summary of Findings and Status of Corrective Action Plan

Member:  LAUSD
Quarter: Q4
Period : 7/1/18 - 6/30/19

Instruction :  Please list findings from all relevant audits/reviews/agreed-upon procedures/other project reports issued to date for member district.

Type of Audit 
/Review/ Other 

Project Fiscal Year

Performed By 
(list Audit Firm 
or Regulatory 

Body)
Finding Reference Number 

(per issued report) Description / Identified Condition Planned Corrective Action

Current Status 
(Implemented, Not 

Implemented, or Partially 
Implemented) Explanation If Not Fully Implemented



March 8, 2021 

Los Angeles Regional Adult Education Consortium 
333 S. Beaudry Avenue, 18th Floor 
Los Angeles, CA 90017 

Attention: Lanzi Asturias, Project Director 

The Objective and Scope of the Services Provided 

You have requested that we provide advisory services for Los Angeles Regional Adult Education 
Consortium (LARAEC) as detailed below. We are pleased to confirm our acceptance and our 
understanding of this engagement by means of this letter.  

Project scope: 

Provide advisory services related to LARAEC’s AB104 oversight/monitoring responsibilities as listed 
below: 

1) Assist with  “refresher training” course for the member- districts
‘We will assist in conducting LARAEC’s “refresher training”. The training will be a 2.5 hour
session jointly presented by LARAEC and Vasquez personnel.

2) Client assistance with individual member-district training
We will provide assistance with individual member-district training needs as may be requested
by LARAEC.

Our performance of services related to this project is dependent on LARAEC providing us with 
accurate and timely information and assistance as we may reasonably require from time to time. We 
assume no responsibility and make no representation with respect to the accuracy or completeness 
of any information provided by and on behalf of management. LARAEC acknowledges that in the 
course of this project we may assist LARAEC in the preparation of certain analysis and documentation. 
These analysis and documentation represent LARAEC documents and not ours. The determination 
of the appropriate monitoring functions and policies and procedures for the administration of AB 104 
funds is the sole responsibility of management. We make no representation regarding the sufficiency 
of the work either for purposes for which this analysis or information has been requested or for any 
other purpose. Our observations and advice should not be taken as any form of concurrence, 
conclusion or opinion that we agree with or support for matters subject to our services. Our role is one 
of facilitating management’s analysis as it reaches its own conclusions.  

We will maintain our independence in accordance with the standards of the American Institute of 
Certified Public Accountants (AICPA). Under certain circumstances, including but not limited to a 
public offering of securities, we are also required to be independent under the rules of the Securities 
and Exchange Commission (SEC) and the Public Company Accounting Oversight Board (PCAOB). 
The rules of the SEC and PCAOB are different from those of the AICPA. The services being provided 
under this engagement letter would impair independence under the SEC and PCAOB rules. Where 
Vasquez also provide attest services, as detailed in a separate arrangement letter, LARAEC would be 

Attachment B
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required to have the impacted periods re-audited, at LARAEC’s expense, by another firm. Accordingly, 
you agree to notify us promptly if you determine you may require us to be independent under the rules 
of the SEC and PCAOB. The procedures to be performed will not constitute an audit, review, or 
compilation of LARAEC’s financial statements or any part thereof, nor the external examination of 
management’s assertions concerning the effectiveness of LARAEC’s internal control systems or an 
examination of compliance with laws, regulations or other matters. Accordingly, our performance of 
the procedures will not result in the expression of an opinion or any other form of assurance on 
LARAEC’s financial statements or any part thereof, nor an external opinion or any other form of 
assurance of LARAEC’s internal control systems or its compliance with laws, regulations or other 
matters. 
 
Our services under this arrangement letter do not include services for tax return preparation, tax advice 
or representation in any tax matter. Nevertheless, we may discuss with you certain tax considerations 
or provide you with tax information that may be relevant to our services. Any such discussions or 
information would be based upon limited tax research, limited due diligence and limited analysis 
regarding the underlying facts. Because additional research or a more complete review of the facts 
could affect our analysis and conclusions, the information provided during these discussions should 
not be used as the basis for proceeding with any transaction or any tax return reporting.  
 
The Responsibilities of Management  
 
The financial statements and schedules  are the responsibility of LARAEC’s management. You 
acknowledge that other management responsibilities include maintaining adequate records and 
effective internal controls over financial reporting, selecting and applying accounting principles, and 
safeguarding assets. We will not perform any management functions, make management decisions 
or otherwise perform in a capacity equivalent to that of your employees or officers. 
 
While performing the work as outlined in this letter, we may advise LARAEC about appropriate 
accounting principles and their application, but the responsibility for the financial statements and 
schedules  remains with LARAEC. As part of our engagement, we may also propose adjusting or 
correcting journal entries to LARAEC’s financial statements and schedules. However, management 
has the final responsibility for reviewing the proposed entries and understanding the nature and impact 
of the proposed entries to the financial statements and schedules. It is our understanding management 
has designated Lanzi Asturias, Project Director, to oversee such services; evaluate the adequacy and 
results of the services performed; accept responsibility for the results of the services; and establish 
and maintain internal controls, including monitoring ongoing activities. 
 
LARAEC agrees that it will not include our deliverables, or otherwise make reference to us, in any 
public or private securities offering without first obtaining our permission. Any such request is also a 
matter for which separate arrangements will be necessary. After obtaining our permission, LARAEC 
also agrees to provide us with printer’s proofs or masters of such offering documents for our review 
and approval before printing, and with a copy of the final reproduced material for our approval before 
it is distributed. In the event our auditor/client relationship has been terminated when LARAEC seeks 
our permission, we will be under no obligation to grant such permission or approval.  
 
Records and Assistance 
 
If circumstances relating to the conditions of your records were to arise during the course of our work 
that, in our professional judgment, prevents us from completing the engagement, we will notify you 
promptly. In such a situation, we retain the unilateral right to take any course of action permitted by 
professional standards, including withdrawal from the engagement. 
 
During the course of our engagement, we may accumulate records containing data that should be 
reflected in LARAEC’s books and records. LARAEC will determine that all such data, if necessary, will 
be so reflected. Accordingly, LARAEC will not expect us to maintain copies of such records in our 
possession. 
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Other Relevant Information 

Vasquez & Company LLP (Vasquez) may mention LARAEC’s name and provide a general description 
of the engagement in Vasquez’s client lists and marketing materials.  

From time to time and depending upon the circumstances, we may use third-party service providers 
to assist us in providing professional services to you. In such circumstances, it may be necessary for 
us to disclose confidential client information to them. We enter into confidentiality agreements with all 
third-party service providers, and we are satisfied that they have appropriate procedures in place to 
prevent the unauthorized release of your confidential information to others. In addition, we may utilize 
financial information you have provided to us in connection with this engagement for purposes of 
creating benchmarking data to be used by Vasquez professionals and other clients. This 
benchmarking data is aggregated with data from a minimum of five other entities so that users of the 
data are unable to associate the data with any single entity in the database.  

Fees and Expenses 

Our fees for the services described in this letter are as follows: 
1) Assist with “refresher training” course for the member-districts

We estimate the fee to be $5,250.  The fee is based upon the estimated time necessary for 
preparation of training materials and presentation.

2) Client assistance with individual member-district training needs as may be requested by 
LARAEC, not to exceed $10,000.

Our fees will be based upon actual time and material at our standard rate. Our current standard rates 
are as follows and may be subject to adjustment as our prevailing rates change from time to time: 

In addition to our fees, you must pay (a) directly billed expenses, including report processing, travel, 
meals, fees and expenses for services from other professionals, and for services provided by our 
subcontractors, if used, as well as (b) a charge of 5 percent of fees for all other expenses, including 
indirect administrative expenses such as technology, research and library databases, 
communications, photocopying, postage and clerical assistance. Our fee estimate and completion of 
our work are based upon the following criteria: 

1. Anticipated cooperation and participation from LARAEC personnel
2. Timely responses to our inquiries
3. Timely completion and delivery of client assistance requests
4. Timely communication of all significant accounting and financial reporting matters
5. The assumption that unexpected circumstances will not be encountered during the

engagement

Title Standard 
Hourly Rate 

Partner $285 
Senior Manager $200 
Manager $180 
Supervisor $160 
Senior Auditor $120 
Staff Auditor $100 
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In the event you terminate this engagement, you will pay Vasquez for all services rendered (including 
deliverables and products delivered), expenses incurred, and commitments made by Vasquez through 
the effective date of termination. 
 
When an engagement has been suspended at the request of management or those charged with 
governance and work on that engagement has not recommenced within 120 days of the request to 
suspend our work, Vasquez may, at its sole discretion, terminate this arrangement letter without further 
obligation to LARAEC. Resumption of work following termination may be subject to our client 
acceptance procedures and, if resumed, will necessitate additional procedures not contemplated in 
this arrangement letter. Accordingly, the scope, timing and fee arrangement discussed in this 
arrangement letter will no longer apply. In order for Vasquez to recommence work, a new arrangement 
letter would need to be mutually agreed upon and executed. 
 
In the event we are requested or authorized by LARAEC or are required by government regulation, 
subpoena or other legal process to produce our documents or our personnel as witnesses with respect 
to our engagement for LARAEC, LARAEC will, so long as we are not a party to the proceeding in 
which the information is sought, reimburse us for our professional time and expenses, as well as the 
fees and expenses of our counsel, incurred in responding to such requests. 
 
You agree that you will not make reference to us in any public or private securities or debt offering. 
 
Indemnification and Claim Resolution  
 
Because Vasquez will rely on LARAEC and its management and Board of Directors to discharge the 
foregoing responsibilities, LARAEC holds harmless and releases Vasquez and its partners and 
employees from all claims, liabilities, losses and costs arising in circumstances where there has been 
a knowing misrepresentation by a member of LARAEC’s management that has caused, in any respect, 
Vasquez’s breach of contract or negligence.  
 
LARAEC and Vasquez agree that no claim arising out of services rendered pursuant to this 
arrangement letter shall be filed more than the earlier of two years after the date of the agreed-upon 
deliverable(s) report issued by Vasquez or the date of this arrangement letter if no report has been 
issued. In no event shall either party be liable to the other for claims of punitive, consequential, special, 
or indirect damages. Vasquez’s liability for all claims, damages and costs of LARAEC arising from this 
engagement is limited to the amount of fees paid by LARAEC to Vasquez for the services rendered 
under this arrangement letter. 
 
These provisions shall survive the termination of this arrangement for services. 
 
Information Security – Miscellaneous Terms 
 
Vasquez is committed to the safe and confidential treatment of LARAEC proprietary information. 
Vasquez is required to maintain the confidential treatment of client information in accordance with 
relevant industry professional standards which govern the provision of services described herein. 
LARAEC agrees that it will not provide Vasquez with any unencrypted electronic confidential or 
proprietary information, and the parties agree to utilize commercially reasonable measures to maintain 
the confidentiality of LARAEC information, including the use of collaborate sites to ensure the safe 
transfer of data between the parties.  
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Vasquez may terminate this relationship immediately in its sole discretion if Vasquez determines that 
continued performance would result in a violation of law, regulatory requirements, applicable 
professional standards or Vasquez’s client acceptance or retention standards, or if LARAEC is placed 
on a verified sanctioned entity list or if any director or executive of, or other person closely associated 
with, LARAEC or its affiliates is placed on a verified sanctioned person list, in each case, including but 
not limited to lists promulgated by the Office of Foreign Assets Control of the U.S. Department of the 
Treasury, the U.S. State Department, the United Nations Security Council, the European Union or any 
other relevant sanctioning authority. 
 
If any term or provision of this arrangement letter is determined to be invalid or unenforceable, such 
term or provision will be deemed stricken and all other terms and provisions will remain in full force 
and effect. 
 
Our Agreement 
 
This letter constitutes the complete and exclusive statement of agreement between Vasquez and 
LARAEC, superseding all proposals, oral or written, and all other communications with respect to the 
terms of the engagement between the parties.  
 
Electronic Signatures and Counterparts 
 
Each party hereto agrees that any electronic signature of a party to this agreement or any electronic 
signature to a document contemplated hereby (including any representation letter) is intended to 
authenticate such writing and shall be as valid, and have the same force and effect, as a manual 
signature. Any such electronically signed document shall be deemed (i) to be “written” or “in writing,” 
(ii) to have been signed and (iii) to constitute a record established and maintained in the ordinary 
course of business and an original written record when printed from electronic files. Each party hereto 
also agrees that electronic delivery of a signature to any such document (via email or otherwise) shall 
be as effective as manual delivery of a manual signature. For purposes hereof, “electronic signature” 
includes, but is not limited to, (i) a scanned copy (as a “pdf” (portable document format) or other 
replicating image) of a manual ink signature, (ii) an electronic copy of a traditional signature affixed to 
a document, (iii) a signature incorporated into a document utilizing touchscreen capabilities or (iv) a 
digital signature. This agreement may be executed in one or more counterparts, each of which shall 
be considered an original instrument, but all of which shall be considered one and the same 
agreement. Paper copies or “printouts,” of such documents if introduced as evidence in any judicial, 
arbitral, mediation or administrative proceeding, will be admissible as between the parties to the same 
extent and under the same conditions as other original business records created and maintained in 
documentary form. Neither party shall contest the admissibility of true and accurate copies of 
electronically signed documents on the basis of the best evidence rule or as not satisfying the business 
records exception to the hearsay rule. 
 
Please sign and return a copy of this letter to indicate your acknowledgment of, and agreement with, 
the arrangements for our engagement, including our respective responsibilities. 
 
VASQUEZ & COMPANY LLP 

 
 
Roger A. Martinez 
Partner
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Confirmed on behalf of LARAEC: 
 
 
 
    
Lanzi Asturias, Project Director  Date 



AGENDA ITEM 

4.3 

 

 

 

 

 

 

 



  Template: 11.04.2020 1 of 3

Member: FY 2020 Carry-over 29,433,626$                 
FY 2021 Allocation 131,272,761$               

Quarter: Total Budget 160,706,387$               

Qtr Target:

A B C=A+B D E=C-D F=B/A

 YTD Budget Budget Adjustment Adjusted YTD Budget YTD Expenditures Balance % Budget 
Change

1000 Instructional Salaries 1 62,644,455$                       (1,654,348)$                 60,990,107$                       26,398,562$             $              34,591,545 -2.64%

2000 Noninstructional Salaries 2 19,282,773$                       529,977$                     19,812,750$                       8,649,519$               $              11,163,231 2.75%

3000 Employee Benefits 3 36,519,547$                       (475,216)$                    36,044,331$                       16,091,266$             $              19,953,065 -1.30%

4000 Supplies and materials 4 14,831,688$                       1,616,412$                  16,448,100$                       1,322,573$               $              15,125,527 10.90%

5000 Other Operating Expenses 
& Services

5 10,598,612$                       (84,308)$                      10,514,304$                       2,720,834$               $                7,793,470 -0.80%

6000 Other Outlay 6 7,573,268$                          70,858$                        7,644,126$                          933,180$                   $                6,710,946 0.94%

7000 Other Outgo 7 2,787,894$                          -$                              2,787,894$                          -$                            $                2,787,894 0.00%

Indirect Costs 8 6,468,150$                          (3,375)$                        6,464,775$                          1,983,916$               $                4,480,859 -0.05%

Yes

Various
 (see attached member-

district reports)

36.15%

376,914$                       

-$                               

Closed

Allocation Year Closeout: 2018-2019

I have reviewed the financial reports for my agency and confirm that all funds for this allocation year have been spent.

2018-19 Reverted Funds

2018-2019 Status

Expenditures & Activities Aligned with LARAEC plan Please complete the progress report narrative on page 2. 

Indirect Cost Rate

% Expenditure to Budget
(Provide Corrective Action Plan below if below the 
Quarterly Target)

YTD Consortium Administrative cost 
expenditure

 BUSD: Indirect cost realignment due to additional 
capital outlay 

TOTALS  $                     160,706,387  $                                -    $                     160,706,387  $            58,099,850  $            102,606,537 

 BUSD: Realignment of capital outlay carry-over. The 
final payment on our LARAEC approved lighting 
improvement program should have hit in FY 20 but it 
hit in Q2 of FY 21 instead. 

30%

Please Report Year-to-Date Information

Object Code Classification Line

2020-21 Year to Date (YTD) 

Budget Adjustment Rationale 
 LAUSD: Close vacant academic, ESL, and CTE 
vacancies 
 LAUSD: Additional IT support Technician positions & 
re-align summer school budget 
 LAUSD: Benefit adjustments related to close of 
certificated vacancies and additional IT support 

h   LAUSD: Additional budget from closed vacancies

LAUSD: Utilities budget re-alignment based on MYP

Q2 (July to Dec 2020)

Year-To-Date Expenditures and Progress Report
Los Angeles Regional Adult Education Consortium (LARAEC) 

FY 2020 Carryover and FY 2021 CAEP Allocations

Los Angeles Regional Adult Education Consortium



District  Budget   Expenditures   Balance  Spending %
3,026,442$        1,156,794$       1,869,648$          38.22%

2,425,539$        567,191$           1,858,348$          23.38%

12,472,619$      4,040,290$       8,432,329$          32.39%

118,733,512$   47,703,942$     71,029,570$       40.18%

1,267,697$        376,914$           890,783$             29.73%

22,780,578$      4,254,719$       18,525,859$       18.68%

LACCD n/a

 Corrective Action Plan 
BUSD n/a

CCUSD As a result of the pandemic, planned expansions have taken longer than expected. These expansions will take 
place in the spring.

LAUSD n/a

LARAEC Office The LARAEC office expenditures fell a little below the target because of limited activities at this time. It is 
expected that the target will be met in the next quarter or by the end of the year.

MUSD We continue collaborating with the County Office and the District office to move forward with all approved 
Capital Outlay projects that are in progress and have been delayed due to the COVID 19 restrictions. Some of 
the projects have been delayed and at times stopped, because of the Covid‐19 infections. Thus, the limited 
availability of outside companies has also negatively impacted our progress. The district continues to function 
with limited personnel on‐site. This necessary health approach continues to create delays in the processing of 
invoices and expenditures resulting in reporting expenditures below the target quarter expectations. We are 
working with the MUSD accounts payables and Cabinet to expedite the internal process. The expenditures on 
capital outlay, technology purchases, and salaries will be reflected in Q3.



District

Expenses 
Aligned with 

RCP
Y

Y

Y

Y

Y

Y

 Summary of Activities 
BUSD Burbank Adult School has met and exceeded the target for the second quarter. We have continued our ESL, academic, adults with 

disabilities and some of our CTE programs within the LARAEC Comprehensive Program. Unfortunately due to the COVID‐19 restrictions, a 
number of our CTE classes could not be run. The Lighting Improvement Program was paid in full this last quarter rather than in the 2019‐
2020 fiscal year.

LAUSD 89% of program expenditures went to instructional and non‐instructional salaries and benefits to support the programs and expenditures 
provided to DACE students according to the strategies outlined in the LARAEC's Regional Comprehensive Plan. A little over 2% of the 
expenditures were used to support DACE programs with supplies, instructional materials, and non‐capitalized equipment. A little over 4% 
of the expenditures were used for contracts; other operating expenses such as: utilities, conferences, mileage, facility rental, maintenance 
and repair of facilities, maintenance and rental of equipment, software licenses, supportive services and other professional services; and 
capital outlay projects.

CCUSD All activities supported the ESL, ABE and ASE classes for students and included certificated and classified staffing as well as instructional 
materials and technology which are aligned to the LARAEC Three Year Plan.

LARAEC Office Approximately 94% of the expenditures were used to pay for the salaries and benefits of the LARAEC staff. Approximately 2% of the exp 
were spent on supplies, equipment, and contracts to support the activities and strategies outlined in the LARAEC's RCP.

MUSD The impact of Covid‐19 infections and deaths has negatively influenced our personnel and students. Even when Covid‐19 has altered our 
delivery of instruction, MCAS has implemented distance learning and all activities are supported by the ESL, ABE, ASE, CTE, and Students 
with Disabilities that are aligned to the LARAEC Three Year Plan. Classes have received lower enrollment than expected due to the 
pandemic. MCAS has been actively engaging personnel in different on‐line platforms to support student learning. The MCAS Personnel 
continues to collaborate with each other and continue to have an open dialogue with the students to be able to meet the needs of all our 
students.

LACCD The AE Deans continue to roll‐out the annual plan. Activities were developed across the nine colleges for recruitment and outreach. 
Support was provided to AE students to continue in classes and support programs.



AGENDA ITEM 

4.4 

 

 

 

 

 

 

 



FY 2021‐2022 LARAEC CAEP Allocations
Based on CAEP Preliminary Allocations released on February 10, 2021

Simulation #1      Simple Per‐Student Formula

2018‐19 
Enrollment

2018‐19 
Enrollment Fiscal Year Current Year

TE Total % 2019‐20 2020‐21 District
Preliminary 
Allocation*  COLA at 1.4999% FY 2022 Allocation

Burbank 2393 3.05% 2,669,564$                 2,669,564$           Burbank 3,727,607$                      55,911$                           3,783,518$                              
Culver City 1427 1.82% 1,623,915$                 1,623,915$           Culver City 2,222,856$                      33,341$                           2,256,197$                              
LAUSD 68512 87.19% 104,736,576$             104,736,576$      LAUSD 106,722,016$                 1,600,740$                      108,322,756$                          
Montebello 6245 7.95% 13,370,340$               13,370,340$        Montebello 9,727,916$                      145,910$                         9,873,826$                              
LARAEC Office 893,333$                    893,333$              LARAEC Office 893,333$                         13,399$                           906,732$                                  
LACCD 20365 7,979,033$                 7,979,033$           LACCD 7,979,033$                      119,679$                         8,098,712$                              

Total 98942 131,272,761$             131,272,761$      131,272,761$                 1,968,980$                      133,241,741$                          
w/o LACCD 78577 100.00%

Total Consortium Funding 133,241,741$        2018‐19 7,979,033$           Available Funding Students w/o LACCD Per Student
LARAEC Office 906,732$                % increase 1.4999%  $                124,236,297  78577 $1,581.08
Potential Staff Increase ‐$                        Proposed Increase 119,679$             

Total 132,335,009$        LACCD Total 8,098,712$          
LACCD 8,098,712$            
Total Available Funding 124,236,297$       

2020‐21 893,333$             
% increase (COLA)  1.4999%
Proposed Increase 13,399$               

Total Consortium Funding $131,272,761 LARAEC Office Total 906,732$             
1.4999%

$1,968,980
FY 2022 Consortia‐Level Funding $133,241,741

FY 2022 Consortia‐Level Funding

FY 2022 District Totals with Per‐Student Funding

COLA %
COLA Amount

Consortia‐Level Funding LACCD FY 2022 Per Student Multiplier 

LARAEC Office

NOTE:
GREEN Fields = Variable Hard Data Insert Points
GOLD fields = Totals/Calculation based. Do not alter
WHITE fields = Calculation/Formula based. Do not alter. 

Enrollment data 
from TE CAEP 
Manager Summary 

May 31, 2019 
Allocation 
Amendment

FY 20‐21 Revised 
CFAD

*The FY 2022  Preliminary Allocation was presented to the LARAEC Board last January 2020. It 
assumes that the Consortium will receive the same funding level for FY 2022. Member district 
allocations were calculated based on the LARAEC Board approved funding formula (Simulation #1 ‐
Simple Per Student Formula). The Simple Per Student Formula distributes the money based on the 
18/19 enrollment after LACCD and the LARAEC office is taken off the top.
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REPORT TO THE BOARD 

 

To:      Executive Board Members 

From:      LARAEC Office 

Prepared By:     Justin Gorence 

Date:      March 17, 2021 

Subject  Phase Three Equity Training of Trainers: Update 

 

 

Background:   

At the February 17th board meeting, the board reviewed AIRs proposal to develop and deliver a 

training of trainers event to increase capacity for further rollout of equity training within 

LARAEC.  The training, as presented, would utilize a Moodle platform for use, storage, and 

maintenance of the training and associated materials. Upon completion of development, 

training materials would be made available to participants in advance of a two‐day training 

along with post‐training coaching support. 

The board expressed support for this model but requested a revised quote reflecting use of a 

Canvas platform. Subsequent to this request, the CAEP office announced a partnership with 

Canvas to create a pilot that would make 5000 licenses available to California consortia.  Most 

member districts have chosen to take part in this pilot. 

Discussion/Issues:  

The revised AIR Equity Training of Trainers Proposal maintains the basic format of the previous 

proposal, but utilizes Canvas as the platform for use, storage, and maintenance of the training 

and associated materials. The proposal also bifurcates the project into two separate and 

distinct documents: one proposal and scope of work for development and a second proposal 

and scope of work for the training.  

AIR’s original fixed price cost estimate for the development of the Equity Training of Trainers was 

$21,100.00.  AIR’s fixed price cost estimate for the delivery of the Equity Training of Trainers was 

$22,922.00.  The Revised cost estimate for development is $24,786.00, and the revised cost 

estimate for the training of trainers is $24,311.00 

 



 

 

Recommendation 

It is recommended that, after review of the revised estimates, the board move forward with the roll 

out of phase three equity training. 
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Scope of Work: The intent of the project is the delivery of a training-of-trainers event 

on the subject of equity to increase capacity for further rollout of equity training within the Los 
Angeles Regional Adult Education Consortium (LARAEC). The intended audience is 
representatives from each member agency who will provide equity training in the future. AIR 
will deliver the training to participants identified by the consortium. These participants will then 
facilitate the training for their respective agencies.  

The training will include the following: 
• Three weeks before the training, the content will be made available to participants, and 

they will be provided access to the training course in Canvas to study and review. 
Content will include online activities, a facilitator’s guide, slides, and handouts. 

• One week before the training, the trainers will be provided with facilitation skills 
activities online. 

• Two full days of training 

o Day 1: 

 Demonstration of institute activities and sessions 

 Opportunities to engage with institute content from a participant 
perspective 

o Day 2: 

 Facilitation skills specific to this topic 

 Practice delivery of institute segments by participants 

 Coaching and feedback provided by ToT facilitators  

• Post-training coaching support includes ten (10) hours of scheduled office hours per 
month for up to three (3) months. 

Cost Estimate  
AIR’s fixed price cost estimate for the delivery of the Equity Training of Trainers is: $24,311.00. 
 
 

Los Angeles Regional Adult Education 
Consortium  
Equity Training of Trainers Delivery 
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Validity  
This offer is good for 30 days from the due date of March 10, 2021. AIR reserves the right to review 
its submitted pricing to determine additional period(s) necessary for extension of the offered pricing 
or to revise its price quote after expiration of 30 days or any subsequent offered validity period(s).  

 
Terms and Conditions  
This budget estimate is for estimation purposes and is not a guarantee price for services. AIR’s 
proposal is predicated upon  current information from client about the project requirements and 
AIR’s technical approach and assumptions to fulfill these requirements. Actual costs may change 
once the scope of work is negotiated or finalized. AIR reserves the right to negotiate final scope of 
work and price. Any contract award resulting from this proposal is subject to negotiations of the final 
price and will be based upon mutually agreed to terms and conditions between the parties. 
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Scope of Work: The intent of the project is the development of a training-of-trainers 

event on the subject of equity to increase capacity for further rollout of equity training within 
the Los Angeles Regional Adult Education Consortium (LARAEC). The intended audience is 
representatives from each member agency who will provide equity training in the future. AIR 
will develop the training using a Canvas learning management system provided through LARAEC 
or one of its member agencies for permanent use, storage, and maintenance.  

The training development will include the following components: 
• Equity pre-work developed in Canvas 

• Facilitation skills activities developed in Canvas 

• Development of two full days of training to include the following: 

o Day 1 – PowerPoint slides, applicable videos, handouts, and activities specific to 
the following: 

 Demonstration of institute activities and sessions 

 Opportunities to engage with institute content from a participant 
perspective 

o Day 2 – PowerPoints slides, handouts, and activities specific to the following: 

 Facilitation skills specific to the topic of equity 

 Practice delivery of content segments by participants 

Please note, development of this content may take up to three months.  

Cost Estimate  
AIR’s fixed price cost estimate for the development of the Equity Training of Trainers is: 
$24,786.00. 
 

Validity  
This offer is good for 30 days from the due date of March 10, 2021. AIR reserves the right to review 
its submitted pricing to determine additional period(s) necessary for extension of the offered pricing 
or to revise its price quote after expiration of 30 days or any subsequent offered validity period(s).  

Los Angeles Regional Adult Education 
Consortium  
Equity Training of Trainers 
Development 
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Terms and Conditions  
This budget estimate is for estimation purposes and is not a guarantee price for services. AIR’s 
proposal is predicated upon  current information from client about the project requirements and 
AIR’s technical approach and assumptions to fulfill these requirements. Actual costs may change 
once the scope of work is negotiated or finalized. AIR reserves the right to negotiate final scope of 
work and price. Any contract award resulting from this proposal is subject to negotiations of the final 
price and will be based upon mutually agreed to terms and conditions between the parties. 
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REGULAR MEETING
MARCH 17, 2021

10:00 A.M. – 1:00 P.M.

ZOOM VIRTUAL MEETING

Welcome to the LARAEC Executive Board Meeting. The meeting will start at 10 AM. Please keep yourself muted 
during the meeting. If you would like to speak during public comment please sign up at http://laraec.org/digital‐
board‐meetings/ You can follow the link in the chat box. 

If you need a copy of the board documents, please visit http://laraec.org/digital‐board‐meetings/
This meeting is being recorded, including the chat box.  

1. CALL TO ORDER
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1.1 PLEDGE OF ALLEGIANCE
I pledge allegiance, to the flag, 
of the Untied States of America
and to the republic, for which it stands, 
one nation under God, indivisible, with 
liberty and justice for all

1.2 ADJUSTMENTS TO THE AGENDA
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1.3 APPROVAL OF AGENDA

1.4 ITEMS FOR FUTURE AGENDAS
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1.5  APPROVAL OF THE MINUTES
a.  Regular Board Meeting:  February 17, 2021

4

2.  PUBLIC COMMENT
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3.  YEARLY PLAN UPDATE

4. Budget Report and updates
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4.1. Due Dates and Updates

Due dates and updates:
 FY 2021 Q2 Progress and Expense and FY 2019 Close out 

reports
 March 31 – Consortium certification in NOVA

 FY 2021 Q3 Student Data (CAEP Data Reminders)
 April 30 – Student Data in TOPSPro

 FY 2021‐2022 CAEP Allocations
 May 2 – CFAD due in NOVA

 Notice of Targeted Technical Assistance (TTA) for 
Consortia Effectiveness memo dated March 3, 2021

14
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4.2. Policies & Procedures Update and 
Discussion

19
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Timeline
• First draft circulated on: June 5, 2020
• Deadline for Member‐Districts to provide feedback on the first draft: September 30, 

2020
• Deadline for Vasquez and Co. to generate a second draft: October 31, 2020
• Deadline for Member‐Districts to provide feedback on the second draft: November 30, 

2020 
• Deadline for Vasquez and Co. to generate a final draft: January 20, 2021 (changed from 

December 31, 2020)
• Deadline for Member‐Districts to provide feedback and final review: February 15, 2021
• Present to LARAEC Board for Approval and Implementation by the April 2021 Board 

meeting
• Professional development April through June 2021

4.3. FY 2021 Q2 Progress and Expense 
and FY 2019 Close‐out report 
(Preliminary)
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FY 2021 Q2 Progress & Expense Report 
(Preliminary)

85

FY 2021 Q2 Progress & Expense (Preliminary), 
con’t

86
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FY 2021 Q2 Progress & Expense Report 
(Preliminary), con’t

87

FY 2019 Close out report
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4.4. FY 2021‐2022 CAEP Preliminary 
Allocation 

FY 2022 Preliminary CAEP Allocation

89
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5. INFORMATION AND DISCUSSION ITEMS

5.1   Equity Implementation Training 
(Phase III)

91
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93

• Development of Equity Training of Trainers ‐ $24,786
FY20‐21

• Training of Trainers ‐ $24,311
FY21‐22 

5.2    The LARAEC EDGE Report
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• Schedule
• Thursday, April 15th 4 PM‐9 PM
• Friday, April 16th 9AM – 1PM
• Saturday, April 17th 9AM – 1 PM

• Presenters
• Opening sessions and Mini keynotes
• Campus Talks
• Sector Presentations
• Exhibitor and Campus Halls
• Readiness and information sessions 

• Outreach
• Our consortium schools
• District schools, parent centers, HS counseling, 

local district offices
• Community‐based organizations

6.  BOARD MEMBER REPORTS
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7.  PUBLIC COMMENT

8. ACTION ITEMS

8.1  Approve Equity Training (Phase III) 
Proposed Vendor’s (American Institute for 
Research) Quotes for Development and 
Training  93
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8.2  Approve the implementation of the 
LARAEC Policies and Procedures effective 
July 1, 2021

21

8.3  Approve Polices and Procedures 
Training Proposed Vendor’s (Vasquez and 
Co.) Quote

78



3/14/2021

17

9.  ANNOUNCEMENTS

Next Board Meeting: 
Date: April 14, 2021   10AM ‐1PM
Location:  Zoom Meeting

https://wearedace.zoom.us/j/93023960506?pwd=SzJvMVYvMzBqMEtrUkY3bHhJblcwQT09

ADJOURN
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