SAM—DISBURSEMENTS


LATE PAYMENT PENALTY ON REFUNDS AND OTHER PAYMENTS                                                                                                    8475                                                                    

(New 08/01)

Refunds or other undisputed payments are due to individuals within 30 calendar days or the State agency is liable for late payment interest penalties.  Exceptions are identified in the next paragraph (Government Code [GC] Section 926.19).  The law requires State agencies to: 

a. Pay the interest penalty out of their existing funds rather than seek additional appropriations.

b. Not pay any interest penalty to a person who intentionally overpays a liability to receive interest penalty on the overpayment. 

c. Not accrue interest penalty on any payment or refund when:

1.    No Budget Act is in effect.

2.    Payment or refund arises from a federally mandated program.


3.    Payment or refund directly depends upon the receipt of federal funds.

This section does not apply to:

1.
Late payments for goods and services covered under SAM section 8473, 8473.1, and 8474.

2.
Income tax payments, refunds, or credits.

3.
Reimbursement for health care services or mental health services provided under the Medi-Cal program, pursuant to the Welfare and Institutions Code Section 14000 et seq.

4.
Benefit payments to participants of public social service or public health programs.

5.
Claims to the California Victim Compensation and Government Claims Board (formerly known as Board of Control).

6.
Payments made by the Commission on State Mandates.

7.
Department of Personnel Administration payments pursuant to GC Section 19823.

PENALTY REQUIREMENTS







             8475.1

(New 08/01)

The penalty rate is the annualized PMIA interest rate minus 1 percent.  At the beginning of each fiscal year, DOF publishes a Budget Letter reflecting the adjusted PMIA interest rate.

The interest penalty begins 31 calendar days after the State agency notifies the person that a refund or other payment is owed to the person or after receiving notice from the person that an undisputed payment or refund is due.  The interest penalty shall cease to accrue on the date full payment or refund is made. 

Disputed payments do not accrue interest penalty.  However, interest penalty begins to accrue 31 calendar days after the dispute is settled by mutual agreement, arbitration, or court decision.  After receiving notice from the person that the payment or refund is due, a State agency may dispute a payment or refund by notifying the person within 15 calendar days.  The courts may award interest accrued while a dispute was pending.  Further, the courts may award court costs and reasonable attorney fees to a plaintiff.  When these costs are awarded, the State agency will pay them.

State agencies not having authority to pay refunds and other undisputed payments directly through the office revolving fund will submit the claim to the SCO within 15 calendar days of receipt or interest penalties begin accruing on calendar day 16.  The State agency's funds will pay the incurring penalty.  The penalty will continue to accrue until the SCO receives the claim.
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PENALTY REQUIREMENTS






         8475.1 (Cont. 1)

(New 08/01)

The SCO will pay the claims received within 15 calendar days. The SCO will pay interest penalty from its own funds from calendar day 16 after receipt of the claim until the date a warrant, in full payment, is issued.


If a refund or payment is the joint responsibility of more than one State agency (excluding the SCO), and neither State agency is authorized to pay via the office revolving fund, each State agency shall be responsible for forwarding the claim to the SCO within 15 calendar days of receipt.  The State agency delaying the transmittal of the claim to the SCO will pay the interest penalty starting on calendar day 16.

If either of the responsible State agencies is authorized to pay directly through the office revolving fund, each State agency has 15 calendar days to transmit the claim to the other State agency or pay the person.  The State agency delaying the process will pay the interest penalty starting on calendar day 16.














_____
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INVOICE OISPUTE NOTIFICATION
STD 209 (NEW 3-87) 87 97859

DATE
(Mail in a window envelope.)

INVOICE NUMBER

VENDOR AMOUNT
ADDRESS 3

DATE RECEIVED

REFERENCE NUMBER(S)

(fold)

The invoice referenced above is disputed for the following reasons:

|___| Goods/Services not received | Duplicate billing

|| Noncompliance with contract |__| Invoice belongs ta another department
|| Incorrect billing’amount due |__| Damaged goods

|__| partial shipment received I__| Iavoice not properly execute&

|___| Other

THIS NOTIFICATION IS A FOLLOWUP TO A PHONE CONVERSATION WITH THE PERSON FROM YOUR
COMPANY WHOSE NAME APPEARS BELOQW

NAME | DATE OF CONVERSATION

IF_YOU HAVE ANY QUESTIONS REGARDING THIS DISPUTE, CONTACT:

NAME TELEPHONE NUMBER
(fold)

FOR STATE USE ONLY
DATE OISPUTE RESOLVED|INTL

RETURN THE GOLDENROD COPY OF THIS NOTIFICATION RESOLUTION
WITH THE CORRECTED INVOICE

(For your convenience, the return address has been
positioned for use in a window emvelope.)

OISTRIBUTION:
RETUR Wwhite - vendor
T0: Canary - Purchasing

Pink - Accounting
Goldenrod - vendor (to be returned to agency)
8lue - File







DETERMINING THE REQUIRED PAYMENT DATE 
8475.3

(Revised 12/89)

1.
Undisputed Invoices

For undisputed invoices, the "required payment date" of the invoice is determined as follows:

a.
The "payment date" as specified in the contract.

b.
When no payment date is specified in the contract, "the required payment date" is:

(1)
Fifty calendar days after the postmark date of the invoice when the state agency pays directly, if authorized to do so; or

(2)
Thirty-five calendar days after the postmark date of the invoice when the state agency submits the invoice for payment to the SCO.  The SCO will then have 15 calendar days after receipt of a properly submitted claim schedule to pay the invoice.

2.
Disputed Invoices

For disputed invoices which subsequently have been corrected or approved, the "required payment date" is 30 calendar days from the date the corrected invoice is received by the state agency or is approved by both contracting parties.  The SCO will then have 15 calendar days after receipt of a properly submitted claim schedule to pay the invoice.


Invoices received prior to the receipt of property or the rendition of services will be considered "DISPUTED INVOICES" and will be handled accordingly.  State agencies will not pay for goods or services prior to their receipt.

CALCULATION OF PENALTIES 
8475.4

(Revised 12/89)

Whenever the state agency or SCO determines a penalty is due, the rate shall be one percent above the rate accrued on June 30th of the prior year by the Pooled Money Investment Account (PMIA), but not to exceed 15 percent.  Refer to the management memo applicable to the invoice fiscal year to determine the annualized rate of PMIA interest.

The penalty will be calculated as follows:

Step 1.
DETERMINE THE REQUIRED PAYMENT DATE: The last date before interest would start to accrue.  This would be the 35th calendar day after the postmark date or the payment date as specified in the contract.

Step 2.
AMOUNT SUBJECT TO PENALTY: The gross amount of the invoice less any sales tax is the amount subject to the penalty.

Step 3.
PENALTY PER DAY: Multiply the amount due as determined in Step 2 by the daily rate of interest due.

Step 4.
NUMBER OF DAYS PENALIZED: The number of days the invoice remained unpaid from the day after the "required payment date," as determined in Step 1, through the date a properly submitted claim schedule is received by the SCO.  The state agency must include an estimate of the number of days a properly submitted claim schedule will be received by the SCO.

Step 5.
PENALTY AMOUNT: Multiply the amount determined in Step 3 by the number of days determined in Step 4.

(Continued)
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CALCULATION OF PENALTIES
8475.4

(Revised 12/89)

The amount calculated in Step 5 is the amount of penalty due the contractor.  The Penalty Calculation Worksheet, STD. 208, (see 8475.4 Illustration) must be included with the invoice upon submission by the state agency to SCO.

The Remittance Advice must show the penalty as a separate item immediately following the applicable invoice.

The SCO will issue payment within 15 calendar days from the receipt of a properly submitted claim schedule.

Any invoice that receives a claim correction will be construed to be an improperly submitted claim schedule and the state agency will be responsible for the penalty on the invoice.

ADDITIONAL INFORMATION AND PROVISIONS 
8475.5

(Revised 5/97)

Postmark Date:  State agencies shall retain the envelopes of invoices which reflect the postmark date of the invoices.  Envelopes without postmark dates or invoices without envelopes should be date stamped when received and retained for proof of receipt date in lieu of the postmark date.

Calendar Days:  The interest penalty fee is based on calendar days and not working days.

Federal Funds:  Federal funds may not be used for the purpose of paying penalties.  If the penalty is due on a payment funded entirely or in part by federal funds, the penalty should be paid from the applicable state funded appropriation.

Medi-Cal Program:  Government Code Section 926.17 does not apply to invoices for reimbursement for health care services provided under the Medi-Cal Program, as established pursuant to Chapter 7 (commencing with Section 14000) of Part 3 of Division 9 of the Welfare and Institutions Code.

Approvals Outside The Agency:  Invoices requiring additional approval outside of the agency (e.g., Traffic Manager, etc.) are to be processed in the usual manner with emphasis on making payments within the prescribed time frame.

Pending Receipt:  Payment of invoices should never be made prior to the receipt of property or the rendition of services.

Appropriation Increases:
A state agency shall not seek additional appropriations to pay interest which accrues as a result of an agency's failure to make timely payments.

Court Costs and Attorney Fees:  A state agency found at fault pursuant to this Government Code Section shall pay for any court awarded costs and reasonable attorney fees.

Interest Penalty Fee:  A state agency will not make interest penalty payments of less than $5.

New Object Code:  Penalties should be accounted for and reported on each state agency's records as object code "333545–Other Items of Expense–Interest Penalties" which is a new object code established for all late payment penalties, fees, charges, or interest.

Nonprofit Public Benefit Corporation (NPBC):  A Nonprofit Public Benefit Corporation is a public or charitable corporation not operated for the mutual benefit of their members, but for some broader good.  Members in the corporation have no ownership interest in them.  NPBC are eligible for penalty payments under Government Code Section 926.17 should they have a contract of $500,000 or more.
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ADDITIONAL INFORMATION AND PROVISIONS
8475.5

(Revised 5/97)

Insufficient Funds:  A state agency which has a contract for goods or services needed due to a natural disaster (including, but not limited to, fires, floods or earthquakes) but due to insufficient funds is unable to meet the payment deadlines, has 30 calendar days after the state agency receives sufficient funds to pay the invoice.  The state agency shall notify the contractor in writing immediately.

Other Penalties:  State agencies that already pay invoices containing late payment charges (e.g., Pacific Bell invoices with PUC approved late payment charges will pay the PUC late charge only) will not "double" compensate a contractor.  A contractor is entitled to only one penalty if an invoice is paid late.

California Department of Forestry and Fire Protection (DFFP):  Any DFFP contract payments which become due during the annually declared fire season, shall not be due until thirty (30) calendar days after the date upon which they would otherwise have been due.

PRISON INDUSTRY AUTHORITY 
8476

(Revised 5/79)

Prison Industry Authority, at its discretion, may collect for the items it sells and delivers to state agencies by requesting SCO to transfer the applicable amount of charges from the agencies' appropriation to the Prison Industries Revolving Fund.

Requisitions from Prison Industry Authority will be made with a Purchase Order, STD. 65.  Agencies need submit only one copy of the contract/delegation form to the Sacramento Office of Prison Industry Authority.  In the lower part of the form on the line marked "FUND," agencies will show the fund and appropriation (item and chapter number) to which the order is to be charged.  The "FISCAL YEAR" box will also be filled in with the year of the appropriation to be charged.  (The fund, appropriation, and fiscal year figures should correspond with the figures which would be recorded if an agency was to file a claim schedule to pay for the order.)

Processing by the SCO and by the individual agencies for the Prison Industry Authority's transfer request will conform with the instructions in SAM Sections 8472.3 and 8472.4 for the Office of State Printing invoices.

RELEASE OF FUNDS AND PROPERTY OF DECEASED PERSONS 

GENERAL 
8477.1

(Revised 5/79)

State employees may designate an individual who upon the death of the employee will be entitled to receive and negotiate SCO's warrants payable to the deceased employee. See Government Code Section 12479.  Instructions relating to this procedure are presented in SAM Section 8477.2.  The Probate Code also provides for the release of funds and property of deceased persons.  Instructions relating to this procedure are presented in SAM Section 8477.32.

RELEASE OF WARRANTS OF A DECEASED STATE EMPLOYEE TO A PERSON
8477.2

DESIGNATED BY THE EMPLOYEE 

(Renumbered from 8429.3  12/89)

Section 12479 of the Government Code reads as follows:


"Any person now or hereafter employed by the state may file with his appointing power a designation of a person who, notwithstanding any other provision of law, shall, on the death of the employee, be entitled to receive all warrants that would have been payable to the decedent had he survived.  The employee may change the designation from time to time.  A person so designated shall claim such warrants from the appointing power.  On sufficient proof of identity, the appointing power shall deliver the warrants to the claimant.  A person who receives a warrant pursuant to this section is entitled to negotiate it as if he were the payee."

(Continued)
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RELEASE OF WARRANTS OF A DECEASED STATE EMPLOYEE TO A PERSON
8477.2

DESIGNATED BY THE EMPLOYEE 

(Renumbered from 8429.3  12/89)

This law permits state employees to designate an individual who, on the death of the employee, shall be entitled to receive and negotiate SCO's warrants payable to that employee had the employee survived.  Agencies will assure that employees are advised of this right and are afforded an opportunity to make such a designation.  SCO's warrants for payment of death benefits and refunds of employee retirement contributions cannot be released pursuant to this designation.  This law relates only to SCO's warrants and does not authorize agencies to release agency checks.  Agency questions regarding the legality of the release of SCO's warrants to a designee shall be referred to the agency's attorney or the Office of the Attorney General.  Single persons with minor dependents shall seek legal advice in order to release final warrants to a minor.
DESIGNATION 
8477.21

(Revised and Renumbered from 8429.31 12/89)

Employees will be advised that a designation made pursuant to this law will remain in effect throughout their employment with the State unless the designation is superseded by the filing of a new designation (SAM Section 8477.22) or the designation is revoked (SAM Section 8477.23) and that the designation automatically will terminate on the date of the employee's separation from state employment.

Designations will be obtained on Designation of Person Authorized to Receive Warrants, STD. 243.  Instructions for completion are on the form.  The agency immediately will review the completed STD. 243 for correctness and write the date reviewed by the agency and the name of the reviewing agency employee on both copies.  The agency will retain the original copy of STD. 243 and return the duplicate copy to the employee.

CHANGE OF DESIGNEE 
8477.22

(Revised and Renumbered from 8429.32  7/88)

A designation made on a Designation of Person Authorized to Receive Warrants, STD. 243, may be changed by receipt of a new STD. 243 showing thereon the name of the new designee.  The agency will review and route the form in the same manner shown above in SAM Section 8477.21.

In addition, the agency will draw a diagonal line across the face of the revoked STD. 243 and write thereon "Superseded by STD. 243 received (date)." The duplicate copy of the new STD. 243, together with the original of the superseded STD. 243, will be returned to the employee.

REVOCATION OF DESIGNATION 
8477.23

(Renumbered from 8429.33  7/88)

A designation made on a Designation of Person Authorized to Receive Warrants, STD. 243, can be revoked by receipt of a new STD. 243.  The word "NONE" will be shown in the space provided for the designee name and will be processed in the same manner as in a change of designee.

A STD. 243 designation may also be revoked by letter to the employee's current appointing power and signed by the employee.  Upon the receipt of such a letter, the agency will draw a diagonal line across the face of the revoked STD. 243, write thereon "Revoked by letter dated __________ ," retain the original of the letter, and return the revoked STD. 243 together with the duplicate of the letter to the employee.

TRANSFER OF DESIGNATION FOR EMPLOYEE ACCEPTING EMPLOYMENT
8477.24

WITH ANOTHER STATE AGENCY 

(Renumbered from 8429.34 12/89)

Designation made on a Designation of Person Authorized to Receive Warrants, Std. Form 243, filed by an employee will continue in effect until revoked by the employee or the employee leaves State service. Therefore, a designation on file from an employee that transfers to or accepts employment with another State agency will be forwarded with the employee's other personnel documents to the new employing agency.

RELEASE OF WARRANTS TO DESIGNEE
8477.25

(Renumbered from 8429.35 12/89)

Upon the death of an employee for which the agency has on file an unrevoked Designation of Person Authorized to Receive Warrants, Std. Form 243, the agency immediately will:

1.
Initiate a "stop request" with the State Controller's Audit Division (SAM Section 8422.6) for any requested warrants payable to the deceased employee that otherwise the State Controller would mail directly to the employee, and request that these warrants be delivered to the agency.

2.
Initiate reasonable efforts to contact the designee in order to deliver the warrants due the deceased employee to the designee.

Warrants will be released to a designee only if an unrevoked designation, Std. Form 243, is on file in the agency and only in accordance with the designation. Agencies will not release warrants to a purported designee on the basis of a Std. Form 243 presented by the designee which the agency does not have in its official files.

Warrants due a deceased employee can be released only to a designee or claimant who is 18 years of age or over.

Warrants requested from the State Controller for amounts due a deceased employee which are to be released to a designee will name the deceased employee as payee. Amounts owed an employee who would have been paid, or for whom pay checks already are prepared, from the agency revolving fund must be claimed from the State Controller and paid by the State Controller's warrants.

Agencies, under circumstances prescribed herein, may release warrants payable to a deceased employee:

1.
To the designee if the designee is located within 60 days following the death of the employee and if no other claim or request for delivery of these warrants is made orally or in writing to the agency.

2.
To a proper claimant under the provisions of the Probate Code (SAM Section 8477.32) if the agency is not able to locate the individual designated by the employee within 60 days following the death of the employee or if the employee did not designate an individual to receive the warrants.

3.
To the designee or another claimant if the individual designated by the deceased employee to receive the employee's warrants is located within the required 60-day period but another individual orally or in writing also has requested the warrants under the provisions of the Probate Code (SAM Section 8477.32) provided either the designee or the other claimant agrees to this release of the warrants to the other individual by signing the following statement:
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RELEASE OF WARRANTS TO DESIGNEE
8477.25

(Renumbered from 8429.35 12/89)

CONSENT AND WAIVER

I hereby consent to the delivery of California State Controller's Warrant(s) numbered ____________ to    (Recipient)   , and I hereby waive and release any and all of my right, title, and interest in and to said warrants.


(Signature)
Date


(Witness)


(Address)

This signed statement will be retained by the State agency and filed in the deceased employee's personnel folder. Under all other circumstances, warrants due a deceased employee will be released only upon receipt of instructions from the agency's attorney or the Office of the Attorney General.

Warrants of a deceased employee will be released to the designee only upon receipt by the agency of a completed Request for Delivery of Warrants of a Deceased Employee. (See 8477.25 Illustration.) This form is not available from Materials Services, Office of Procurement, Department of General Services, and will be typewritten by the agency as needed. If the request will be signed in person by the designee at the agency's office, the request will be typewritten in duplicate by the agency as illustrated in 8477.25 Illustration. If the request will not be signed in person by the designee at the agency's office, the request will be typewritten by the agency as illustrated except that the following notary public's acknowledgment will be typed on the form in lieu of the "DESCRIPTION OF IDENTIFICATION OF DESIGNEE" section of the form:

NOTARY PUBLIC'S ACKNOWLEDGMENT

State of

 )

County of

 )

On this 
 day of 
 19
, before me, the undersigned notary public, personally appeared 
 , known to me to be the person whose name is subscribed to the foregoing instrument, and acknowledged to me that he (she) executed the same. In witness whereof, I have hereunto set my hand and affixed my official seal the day and year last above written.


Notary Public in and for the (City and) County

(NOTARIAL SEAL)
of 
 , State of 

All spaces provided on the Request for Delivery of Warrants of Deceased Employee form must be completed. The original completed and signed copy of the form will be retained by the agency in the deceased employee's personnel file as the agency's record of and authority for release of the warrants. The duplicate copy of the form may be given to the designee.

Upon the release of warrants to the designee, the agency will note on the request for delivery of warrants form the dates, numbers, and amounts of the warrants released.



IDENTIFICATION OF DESIGNEE
8477.26

(Renumbered from 8429.36 12/89)

Sufficient identification must be presented by the designee to assure the agency reasonably that the applicant is the named designee.

If the designee submits the form by mail, or other than in person, at the agency's office, the notary public's acknowledgment identifying the designee will be sufficient identification of the designee.

If the designee personally appears at the agency's office, the agency will complete the "Description of Identification of Designee" section of the form, describing therein the identification presented. The form normally need not be notarized. Two or more documents such as a social security card, driver's license, credit cards, etc., normally should be sufficient for identification. The designee's signature on such documents may be compared with the designee's signature on the request for delivery of warrants. Also, the designee's stated age and relationship may be compared to that shown on the designation form and that address compared with the designee's address included by the deceased employee on the designation form. A statement by a current employee or any known person affirming the designee's identification is adequate and, if obtained, will be noted in the "Description of Identification of Designee" section of the request for delivery of warrants form. If the agency is not satisfied that reasonable identification of the designee has been presented, the agency may require the designee to obtain the notary public's acknowledgment required of designees not appearing in person.

ENDORSEMENT OF WARRANTS TO BE RELEASED TO DESIGNEE
8477.27
(Renumbered from 8429.37 12/89)
Warrants payable to a deceased employee can be negotiated by a designee only if the agency releasing the warrants to the designee provides a special endorsement on each such warrant. This endorsement may be typed on the reverse side of each warrant if care is taken to assure that the holes punched in the warrant are not damaged. The endorsement will read:

The undersigned agency hereby certifies that pursuant to Section 12479 of the Government Code of California, the payee has designated

(Name of Designee)

to receive and negotiate this warrant, and that said designation is filed with this agency


(Name of Agency)

by:
(Signature of Agency Representative)


Title:


The agency will insert the full name of the designee and the name of the agency in the spaces indicated. The authorized agency representative, whose title will be included in the endorsement, personally must sign each such endorsed warrant. The designee will be instructed to endorse the warrant at the time of negotiation exactly as shown in the agency's endorsement of the warrant.

RELEASE OF PERSONAL PROPERTY OF DECEASED PERSONS PURSUANT TO 
THE PROBATE CODE

GENERAL
8477.3

(Renumbered from 8429.71 12/89)

State Controller's warrants due to deceased State employees, which are not released under authority and procedure described in Government Code Section 12479 and the SAM Section 8477.2, and other personal property of deceased persons may be released to the successor of the decedent's estate (SAM Section 8477.32).

RELEASE OF PERSONAL PROPERTY PURSUANT TO PROBATE CODE 
8477.31
SECTION 13100
(Renumbered from 8429.72 12/89)

Probate Code Section 13100 provides for the collection or transfer of a decedent's personal property without the administration of the estate or probate of the will. To effect the transfer of the decedent's personal property, the successor of the decedent must furnish an affidavit or declaration, under penalty of perjury under the laws of this State (declaration), to the holder of the decedent's personal property.

Departments may prepare a request form similar to SAM Section 8477.32 Illustration l that, when completed by the successor of the decedent, may serve as the declaration. The final form is left up to the department as long as the form is typewritten and includes, as a minimum, the information in Probate Code Section 13101.

The State department holding a decedent's personal property will verify that the affidavit or declaration is in accordance with Probate Code Section 13101 and that a copy of the inventory and appraisement of the decedent's real property is attached (Probate Code Section 13103).

Disposition of the original affidavit or declaration and necessary copies will be as follows:

1.
Retain the original as the department's record of and authority for releasing the decedent's personal property;

2.
Attach a copy to checks or warrants payable to the decedent when released; and

3.
Attach a copy to each claim schedule submitted to the State Controller's Office requesting issuance of a warrant payable to the successor of the decedent.

Funds due a decedent may be released to the successor of the decedent in the form of checks or warrants made payable (l) to the successor of the decedent or (2) to deceased employees or other deceased persons. Departments will not release funds due a deceased State employee pursuant to this section when the department has on file an unrevoked Designation of Person Authorized to Receive Warrants, Std. Form 243, except as provided for in SAM Section 8477.25.

Checks drawn or warrants claimed that are to be made payable to the successor of the decedent will show the payee as follows:

(Name of Successor of Decedent)–Successor of Decedent

(Name of Decedent)–Deceased

Before the decedent's personal property is released, the successor shall present to the department:

1.
reasonable proof of his or her identity (Probate Code Section 13104); and

2.
evidence of the decedent's ownership in the property, if available (Probate Code Section 13102).

Questions regarding the submission of affidavits or declarations may be referred to the State Treasurer's Office. However, questions regarding the decedents ownership or interest in real or personal property, for the purpose of this law, should be referred to an attorney.

RELEASE OF FUNDS AND PROPERTY OF DECEASED PERSONS PURSUANT TO 
8477.32
LETTERS OF TESTAMENTARY OR LETTERS ADMINISTRATION 
(Renumbered from 8429.73 12/89)
Funds and property of deceased persons may be released to the executor or administrator of the estate of a decedent upon receipt of certified copies of letters testamentary, or letters of administration. Departments will:

1.
retain a copy of the certified letters testamentary, or letters of administration as the department's record of authority for releasing funds and property of deceased persons;

2.
attach to each claim schedule submitted to the State Controller's Office a copy of the letters testamentary, or letters of administration in addition to the other documentation normally required to support payments claimed. A reproduced copy of the letter will be sufficient; and

3.
note, on the department's copy of the letters testamentary, or letter of administration, the dates, numbers, and amounts of any check(s) or warrant(s) drawn to the decedent as payee and the description of any property released.

Funds due a decedent may be released to persons designated in letters testamentary, or letters of administration in the form of checks or warrants made payable (1) to the persons designated in the certified copies of letters testamentary, or letters of administration or (2) to the deceased employee or other deceased person as payee.

Checks drawn or warrants claimed that are to be made payable to the person designated in the certified copies of letters testamentary, or letters of administration will show the payee as follows:

1.
Where payee is the executor

(NAME OF EXECUTOR) EXECUTOR OF THE LAST WILL AND TESTAMENT OF (NAME OF DECEDENT) DECEASED

2.
Where the payee is the administrator

(NAME OF ADMINISTRATOR) ADMINISTRATOR OF THE ESTATE OF (NAME OF DECEDENT) DECEASED

Agencies will instruct recipients of checks or warrants drawn to deceased employees or other deceased persons as payees to endorse such checks and warrants as follows:


(NAME OF PAYEE)

by: (SIGNATURE OF EXECUTOR OR ADMINISTRATOR)



(USE APPLICABLE TITLE*)

*
(EXECUTOR OF THE LAST WILL AND TESTAMENT OF DECEASED PAYEE)

*
(ADMINISTRATOR OF THE ESTATE OF THE DECEASED PAYEE)

CLAIMS FOR PAYMENT OF TORT LIABILITIES
8478

(Renumbered from 8430 12/89)

See SAM Section 8712.

PAYMENTS ON CONTRACTS WITH OTHER GOVERNMENTAL JURISDICTIONS
8479
(Renumbered from 8440 12/89)
Agencies will make every effort in negotiating contracts with the Federal Government and other governmental jurisdictions to prevent providing for payment before the goods or services are received or before the governmental unit incurred the costs of furnishing the goods or services. If disbursements of advances or deposits otherwise required can be avoided by transferring such amount to a trust fund in the State Treasury, the centralized State Treasury System, or elsewhere, to assure their availability when needed, the agency concerned will request respectively (l) the State Controller's Office to establish such an account in the Special Deposit Fund, (2) the Department of Finance to authorize an account in the centralized State Treasury System, and (3) the Department of Finance to approve an account elsewhere. Requests of the Department of Finance will be sent to Fiscal Systems and Consulting Unit, Department of Finance. The purpose of the provision of this paragraph is to maximize interest earnings.

REQUEST FOR FUNDS AND/OR PROPERTY OF A DECEDENT

Pursuant to Chapter 3 Section 13100, amended July 1, 1987 of the Probate Code of the State of California, I the undersigned, an adult, hereby request the State Treasurer to pay and deliver to me the money and/or other personal property on deposit as described below.

= = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = == = = = I state the following facts within this request:

1.
______________________________ died in the City of ____________________ in the State of ____________________, on or about the __________ day of _______________, 19___;

2.
At least 40 days have elapsed since the death of the decedent, as shown in a certified copy of the decedent's Death Certificate attached to this affidavit or declaration.

3.
No proceeding is now being or has been conducted in California for administration of the decedent's estate.

4.
The gross value of the decedent's real and personal property in California, excluding the property described in Section 13050 of the California Probate Code (see reverse), does not exceed sixty thousand dollars ($60,000).

5.
Check one:

I am the successor of the decedent (as defined in Section 13006 of the California Probate Code) (See reverse) to the decedent's interest in the described property.

I am authorized under Section 13051 of the California Probate Code (See reverse) to act on behalf of the successor of the decedent (as defined in Section 13006 of the California Probate Code) with respect to the decedent's interest in the described property.

6.
No other person has a right to the interest of the decedent in the described property.

7.
Please complete A or B:


A.
At the time the decedent died, said decedent had funds held in trust in the sum of $__________ or property as follows:


B.
At the time the decedent died, said decedent was the owner of certain warrant/s issued by the State of California;


No.

Dated 

Amount $



No.

Dated 

Amount $


= = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = =  = = = = = = = = =  = = = = = = 

I hereby certify under penalty of perjury that the foregoing is true and correct.

Executed at ____________________, California, this __________ day of ____________________, 19___.

Name (please print)

Signature

Number and Street

City
State
Zip

SECTION 13006—PROBATE CODE, AS ENACTED JULY 1, 1987

Successor of the decedent means:

(a)
If the decedent died leaving a will, the sole beneficiary or all of the beneficiaries who succeeded to a particular item of property of the decedent under the decedent's will.  For the purposes of this part the trustee of a trust created during the decedent's lifetime is a beneficiary under the decedent's will if the trust succeeds to the particular item of property under the decedent's will.

(b)
If the decedent died without a will, the sole person or all of the persons who succeeded to the particular item of property of the decedent under Sections 6401 and 6402.

SECTION 13050—PROBATE CODE, AS ENACTED JULY 1, 1987

(a)
For the purposes of this part:

(1)
Any property or interest or lien thereon which, at the time of the decedent's death, was held by the decedent as a joint tenant, or in which the decedent had a life or other interest terminable upon the decedent's death, or which was held by the decedent and passed to the decedent's surviving spouse pursuant to Section 13500, shall be excluded in determining the property or estate of the decedent or its value.

(2)
A multiple-party account to which the decedent was a party at the time of the decedent's death shall be excluded in determining the property or estate of the decedent or its value, whether or not all or a portion of the sums on deposit are community property, to the extent that the sums on deposit belong after the death of the decedent to a surviving party, P.O.D. payee, or beneficiary.  As used in this paragraph, the terms "multiple-party account," "party," "P.O.D. payee," and "beneficiary" have the same meaning as given those terms by Section 5101.

(b)
For the purposes of this part, all of the following property shall be excluded in determining the property or estate of the decedent or its value:

(1)
Any vehicle registered under Division 3 (commencing with Section 4000) of the Vehicle Code or titled under Division 16.5 (commencing with Section 38000) of the Vehicle Code.

(2)
Any vessel numbered under Division 3.5 (commencing with Section 9840) of the Vehicle's Code.

(3)
Any manufactured home, mobile home, commercial coach, truck camper, or floating home registered under Part 2 (commencing with Section 18000) of Division 13 of the Health and Safety Code.

(c)
For the purposes of this part, the value of the following property shall be excluded in determining the value of the decedent's property in this state:

(1)
Any amounts due to the decedent for services in the armed forces of the United States:

(2)
The amount, no exceeding five thousand dollars ($5,000), of salary of other compensation, including compensation for unused vacation, owing to the decedent for personal services from any employment.

SECTION 13051—PROBATE CODE, AS ENACTED JULY 1, 1987

For the purposes of this part:

(a)
A guardian or conservator of the estate of a person entitled to any of the decedent's property may act on behalf of the person without authorization or approval of the court in which the guardianship or conservatorship proceeding is pending.

(b)
A trustee of a trust created during the decedent's lifetime may act on behalf of the trust.

(c)
If the decedent's will nominates a custodian to receive a devise to a beneficiary under the Uniform Gifts to Minors Act or the Uniform Transfer to Minors Act of any state and the nomination has not been revoked, the custodian may act on behalf of the beneficiary until such time as the custodianship terminates.

INSTRUCTIONS

1.
The Request for Personal Property of a Decedent is the suggested from to be completed by claimants under Section 13100 of the Probate Code.  This form is to be used only if applicable under the provisions of this section of law.

2.
A certified copy of the decedent's Death Certificate must be attached to the request form.

3.
Claimants must certify under penalty of perjury to the facts included on the request form.

4.
The original of the request form and copy of the Death Certificate should be presented with the warrant to support the endorsement of the warrant.  Endorsement of the warrant should be substantially as follows:

___________________________________

(Name of Payee)

___________________________________

(Beneficiary(ies)

"As per Section 13100 of the Probate Code"

If there is more than one beneficiary, all should join in certifying the request form, and in the endorsement of the warrant.  The warrant should be deposited in your local bank in the usual manner along with all attachments.  When it is presented to the State Treasurer through the usual channels, if found to be in order, it will be paid.
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