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NEIGHBORIIOOD COUNCIL tr"UNDING PROGRAM
FISCAL YEAR ANlVIINISTRATTVE PACKET

Summary

The Administrative Packet provides for a more comprehensive and complete record of all items
that support the Neighborhood Councils' (NC) fiscal and administrative operations, includiug
its annual budget, Financial Of{icers, and any commitments for NC office space, storage
facility, P.O. Boxes, etc.

Gonl(s)

The goal(s) ofthe Administrative Packet is to make it easier forNCs to identify, plan, and confirm,
via a board vote, all fiscal and administrative requirements upfront each year so that our Office can
prepare for and process funding requests and resulting contracts judiciously and expeditiously.

The Packet coatains the following items:

o NC Funding Program Acknowledgements & Agreements - Signed by all Financial Officers
o If a new Financial Officer is being appointed for the new Fiscal Year, please check

the appropriate box for the Financial Officer(s).

o Completed Annual Budget

r Information pertaining to offrce space, meeting space, storage facility, Post Offlce Box
(P.O. Box), and website services, as applicable.

Procedure

On a yearly basis, we require each NC to discuss, prepare, and approve the Administrative Packet.
Once the Packet has been voted on by the board, the Packet and the completed Board Action
Certification @AC) Form areto be submitted to the NC Funding Program.

Your NC Treasurer can submit both documents, the Packet and BAC, by uploading them in the NC
Funding System portal, Budget Allocation section, immediately after Board approval. Once
received, reviewed, and acceptsd by our Program, your NC will gain full access to its funds. The
NC Funding System portal website is: https://cityclerk.lacity.or8y'Ir{CFundPortal/#/login

As our Program awaits your Packet submission, access to yow NC funds will be limited to $333.00
per month, until the annual budget, Administrative Packet, and BAC have been received and
accepted. This limited amount is intended to assist your NC operationally for expenses related to
conducting your NC meetings, i.e. meeting facility use fees, printing and photocopying of meeting
documents, meeting refreshments/snacks, professional staff senrices.

If you have questions or require any assistance regarding the packet, please feel free to email us at
clerk.ncfundin g@lacity. org or call us at 213 -97 8- 1 05 8.

OFI' iCE Of Ti-iF- Cl'l Y t'f ERK cl crk. rru tiintl in giir;lacit;,. r;rg l 2 1 3 -1)?8- 1 05 8
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NEIGHBORIIOOD COUNCIL TUNDING PROGRAM

FINANCTAL OTFICERS LETTER OF ACKNOWLEDGEMENT & AGREEMENT

We, the undersigned do hereby declare that as a result of an official action of the Governing Body of the
Neighborhood Council (NC) named below:

(l) we are authorized to request City funding to support NC general operations,

(2) all items or services described or included in any related firnding requests are exclusively
intended to further the goals and objectives of the Neighborhood Council, and

(3) all reasonable precautions shall be exercised by the wdersigned to firlly safeguard, control and
accouflt for all use of funds. Proper accountability of all City funds is critical to the success of the
NC Funding Program.

Therefore, by the signature(s) below, and on behalf of the Neighborhood Council named below, WE
HEREBY AGREE to the terms and conditions as set forth in this Letter of Acknowledgement and all related
documents as provided by the City, agree to expend funds in acoordance with any applicable City rules,
policies or procedures, and specifically agroe to expend monies received by the Office of the City
Clerk solely for public pu{poses relating to the goals and purposes of the Neigbhorhood Council named
below, consistent with the scope and authorityunder the City Charter, the Plan for a Citywide System of
Neighborhood Councils and afiy implementing ordinances. We have attended and participated in the
City-provided training relating to the NC Funding Program.

WE FURTI{ER ACKNOWLEDGE and WE AGREE to comply with any requirements regarding use of the
NC funds. WE AGREE ttl provide NC frnancial reports and/or supporting docurnentstion to the
Office of the City Cler( Neighborhood Council Funding Program as requested and at monthly meetings to
the Goveming Body and stakeholders of the NC named below. WE AGREE that the Office of the City Clerk
and other City representatives may make on-site visits to inspect and review all NC financial records, upon
providing reasonable advance notice to the NC Treazurer or desipated representatives.

WE ACKNOWLEDGE THAT A NEW LETTER OF ACKNOWLEDGEMENT MUST BE FII,ED IF
THERE IS ANY CHANGE OF FINANCIAL OFFICERS"

Neighherhood Council Fipancial Officprs - Narpes Snf,, Sisnaqrres:

Treasurer nPlease check here if a new Treasurer is being appointed

6-15-2020
SIGT.{ATURE OF THE TREASURER DATE

Sandy.stnc@gmail.comSANDY CAPPS
PRINTNAME OF TI{E TREASURER

TREASURER
BOARDPOSITION

CONTINUES OTHE* SIDE

818 951 7411

tlFFtCE $F TllH CITY C[,ERK ] clerir.ncltnr.lingiirliacilSr.org I 113-E78-.1058

PHONENT]MBER
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2nd Signer

PRINTNAME OF TTIE 1S BANK CARD HOLDER

PRESIDENT

Page 3 of12

nPlease check here if a new 2'd Signer is being nppointed

6-15-2020
DATE
stnc.secretary201 9@gmail. com

EMAlL

81 B 951 7411

SIGNATURE OF THE 2trd SIGNER

CINDY CLEGHORN
PRINTNAME OT'TT{E 2I{D SIG}.IER EMAIL

81 8 951 7411SECRETARY
BOARD POSITION PHONENUMBER

Alternate Signer [Please check here if a new AIt. Signer is being *ppointed
(If not applicable, please indicate'T',I/A")

6-15-2020
$IGNATURE OF TIIE ALTERNATE SIGNER DATE

stnc. president2O'l 9@gmail. com

LILIANA SANCHEZ
PRINTNAME OF TIIE ALTEITNATE SIGNER EMAIL

818 951 7411PRESIDENT
BOARDPOSITION PHONENUMBER

l't Bank Cardholder nPle"ee check here if a new Cardholder is being appointed

6-1 5-2020
SIGNATURE OT T}IE 1st BANK CARD HOLDER DATE

stnc.president20'l 9@gmail. mm
LILIANA SANCHEZ

BOARDPOSIfiON PHONENUMBER

2"d Benk Cardholder [Please check here if a new Cardholder is befug appointed

6-15-2020
SIGNATTTRE OT THE 2'd BANK CARD HOIDER DATE

sandy.stnc@gmail.com
SANDY CAPPS
PRINTNAME OF TTIE 2'd BANK CARD HdI.DER EMAIT

B1B 951 7411TREASURER
BOARDPOSITION

*** B,filk C.ardhoWers.oleusp,r"ead fitrt4e! ryqgpase ***

OFFICE OF THE CITY [:I-ERK i clcrk,nchrndire(glacity.org ],1-1-9?ii-1058

PHONENUMBER

SI.]NLAND TUJUI']6A
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NEIGHBORIIOOD COUNCIL FTJNDING PROGRAM

BANK CARDHOLDER ACKNOWI,EDGEMENT &
AGREEMEI{T OF RESPONSIBILITIES

This document outlines the responsibilities that I, as the Neighborhood Council Bank Cardholder, have as the
primary custodial holder of a City Ios Angeles Neighborhood Council (NC) Bank Cmd, referred herein as "the
card" for the Neighborhood Council named below. My signature indicates that I have read and understand
these responsibilities aad firrther, that I agreo to adhsre to the guidelines established by the Office of the City
Clerk and approved by the City Contoller for the use of Cify funding as it relates to the Neighborhood Council
Funding Prograrn

1. Iunderstand that the City of Iss Angeles Neighborhood Council Card is intended to facilitate the purchase
and payment of materials or services required for the conduct of official Neighborhood Council business only.

2. Iagree to rnake only those purchases consistEnt with the type of purchases authorized by the Office of the
City Clerk and ap,proved by the NC Governing Board.

3. Iunderstand that under no circumstances will Iuse the Card to make personal purchases eitherfor
myself or for others. The Card is issued in the name of the Neighborhood Council and I serve as the Card
custodian. Iagree that should Iwillfully violate the terms of this Agreement and use of the Card for personal
use or gain that Iwill reimburse the City of los Angeles for all insurred charges and any fees related to the
collection of those chmges.

4. Uses of the Card not autlorized by the Office of the City Clerk can be considered misappropriation of City
firnds. This could result in (a) immediate and irrevocable forfeiture of the Card, and /or (b) pot*ntial de-
certification action. I understand that the Card must be surrendered upon termination of any official position
with the Neighborhood Council to which the card is issued. I agree to maintaiu the Card with appropriate
security whenever and wherever I or any otherauthorizedperson may use the Card. If the Card is stolen or
lost lagree to immediately noti$ the Office of the City Clerk.

5. Iunderstand &at since the Card is the property of the Bank and authorized for issue by the City of t,os
Angeles, Iam required to corryly with internal control procedures designed to protect City assets. This may
include being asked to produce the Car4 receipts, and/or statements to latidate its existence and to audit its
use.

6. I understand that I will have access to the Funding Program System portal via the Internet where all card
Sansactions will be posted by the Bank when the card is used. I understand that I am required to obtain itemized
receipts for all card hansactions and upload the itemized receipts to the Fundiug Program System portal to
veriff the posted sard tansaction. Uploading the required itemized receipt is necessary for my NC Monthly
Expeaditure Report (N{ER) to he generated by the Funding Program System portal. The MER nnrst be reviewed
and approved by fte NC Goveming Board before being submitted to the Office of the City Clerk as a
corylete Report.

7. t underst*nd that all transaetions on the Card will reduce the funds available to the NC. I understand
that the Bank wifl not accept any limit increases fromme.

8. I understand that the Card is solely provided to the desipated NC cardholder and that assignment of the
Card is based on the understrnding that I need to purchase materials rsquired for the conduct of
Neighborhood Council business. I understand that custodial possession of the Card is not an entitlement nor
reflective of fitle orposition.

9. As a Neighborhood Council Financial Officer, I have signed and received a copy of both the NC Fundins
Program Bank Cardholder Agreement of Responsibilities and Financial Officers ktter of Acknowledgemenl
have attended and completed the required NC Fuuding Program fiaining, and understand the requirements and
limitations regardingthe NC Bank Card's use.

PLEASE S'6N OTHER $'DE
OFFICE OF' TttE CITY CLERK I cierk.ne liinding{/r,lacit-v.org : I i-978- t058

SUNLAND TU,]I]NG/T
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ls Bank Cardholder

Page 5 ofl2

6-15-2020
SIGNATURE Of TIIE lst BANK CARD HOLDER DATE

6-15-2020

LILIANA SANCHEZ
PRINTNAME OF TIIE I'I BANK CARD I{OIDER

2od Sank Crrdholder

SIGNATUITE OT T}IE 2'd BANK CARPHOLDER

SANDY CAPPS
PRINTNAME OF IIIE 2'd BANK CARD HOLDER

DATE

OFFICE OF THE CITY CILERK I clerk.ncfunding@riacity.org I 213-978-1058

$UIqLAND TUJUNGA
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NEIGIIBORIIOOD COUNCIL TUNDING PROGRAM

ANNUAL BUDGET TEMPLATE - tr'ISCAL YEAR 2O2O.2O2I

The annual budget is a plan for the utilization of the NC's financial resources. It should be used as
a strategic financial road map to conduct activities and efforts that will help the NC achieve its
mission, goals, and objectivss. The budget should include the input of stakeholders, be accessible,
and comply with the rules that govem the use of NC public funds.

As a planning tool, the annual budget allows the NC board to allocate its fuilds, both regular annual
funds and rollover funds, if any, into the following Expenditure Categories:

1. General and Operational Expenditures
i. Officel0perational
ii. Outreach

iii. Elections
2. Neighborhood Furposes Grants ffiGs)
3. Community Improvement Projects (CIPs)

With the exception of certain expenditures related to Officeioperational items, the annual budget
cannot be used as authorization or approval of actual payments to vendors. All paynents related to
Outreach purchases, activities, and events, Elections, NPGs, and CIPs must be considered and
approved through separate board motions, not as part ofthe board approval ofthe annual budget.

The annual budget may be accepted as authorization for payment for certain monthly and recurring
Officeloperational expenditures only, such as those listed below, when itemized in the
Office/Operational Expenditure Category. Please see the sample itemized Office/Operational
budget allocations next page,

1. Office lease payments
2. Office supplies and equipment expenses, not including inventory items
3. Storage facility lease payments
4. P.O. Box payments
5. Office telephone and Internet services
6. Refreshments/snacks for boardlcommittee meetings
7. Website hosting and maintenance services
8. Professional meeting/office-related services, i.e" translators, minute-takers, audio seryioes
9. Printing and copying for meetings/office-related purposes orly
10. PrintingNC business cards

The arurual budget template fonn provided here is an optioaal tool. Your Neighborhood Coun*il
may submit its annual budget on a fofin different from this template as long as it only contains the
same budget allocation Expenditures Categories listed above.

For more details on the Administative Packet, Fiscal Year mnual budget, and rollover of ftrnds unspent
at the end of the Fiscal Yem, please review the Policies and Guidelines, Policy 1.1, found on our
website: https :4clgrk.lacity.org/nei ghborhood-council-fundins-orosram

OF FICE OI THE CITY Cl-EI{K I clerk.ne iirndingliillacity.or* I : ll-978-1058

SUN]-AI!O I'UJl-iNGA
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Sample ltemized Budget Allocations for
Otfi celop e r at i o n al E xp e n dituru s

{jf i-lt, E {}F'IliI illl-1' {-'l.i:.ii.!- i:!:rk.rii:ltintlrcgrir.ia';ii.,-l'g I i:l-!-/li-ii}iil

QfficelO peration al Expenditures Category

Office Rent $\1A/month x 12 months) $6,000.a0

Office Supp/ies (paper, ink, staples, pens, binders, busfness cards, etc $500.00

Pri nter/Copv Machin e Lease $1,500.00

I nternet Seruice (Spectru m) w,aa0.00

Telephone Serur'ce (Ooma) $500.00

Website Hosting and Maintenance $2.000.a0

Printing and Phatocapying for Meetings $5AA.A0

Meetins Facilitv Fees /Riverside Elementarv School) s2.0a0.00

Minute-Taker for Meetinss (AppleOne) $1,50A.0A

Refre sh menfslSnacks for M e eti n qs $1,500.a0

!t1..rfir'.,.rD rli-r1.jNGr,



SUNLAND TUJUNGA Neighborhood Council
Annual Budget for Fiscal Year 2020-2021

Annual Budget Funds $32,000.00
Rollover Funds* 10,000.00

Encumbered Funds* 6972.90

Total Annual Budget Funds $ 32,000.00

Administrative P acket FY 20 12 1 Page 8 of 12

Office/Operational Expenditures Category
PRINTING/PHOTOCOPYING for MEETING$/EVENTS 2000.00
REFRESHMENTS/SNACKS for GENERAL MEETINGS ($1 50 monthty) 1800.00
LAUSD APPERSON MEETINGS 190.00
OFFICE SUPPLIES/EQUIPMENT 80.00

4070.00
Tota I Office/Operational Expenditu res $ 0.00

*The Funding Program will notify each NC of their Fiscal Year closing balance including available rollover funds
and/or approved encumbered funds, if any, on August Lst or next business day. Depending on when an NC

submits its Admin Packet/annual budget, the NC may need to revise and resubmit its annual budget to account
for any rollover and/or encumbered funds. PLEASE NOTE: EncumFergd funds are intefr4ed onlv for:garmarked
expeQditures submitted in the "Btcum,hrance Request Form" and approved bv the Funding Program



Outreach Expenditures Category
NATIONAL NIGHT OUT 4000.00
NC REGION RE OUTREACH EVENTS (4 REGIONS $500 each) 2000.00
COMMUNITY OUTREACH 1500.00
STARC COMMITTEE OUTREACH 500.00
STAT COMMIfiEE OUTREACH 500.00
NEIGHBORHOOD WATCH OUTREACH 500.00
LAND USE COMMITTEE OUTREACH 200.00
NC CONGRESS EVENT 250.00
BUDGETADVOCATES 250.00
EMPOWER LAAWARDS 250.00
VANC.VALLEY ALLIANCE EVENT 250.00

10200.00

Administrative Packet FY 20 I 2 1 Page9 of12

Election Expenditures Category
2021 ELECTION 8500.00

8500.00

$ 0.00
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Neighborhood Purposes Grants (NPG) Expenditures Category
MAKING IT HAPPEN, INC

2500,00
SUNLAND TUJUNGA ROTARY 4th of JULY PARADE

2500.00
$O CAL VALLEY DISASTER PREPAREDNESS FAIR 250.00
LA CITY PARK EVENTS

1000.00
NPG FUNDING 2980.00

9230.00

$ 0,00

Commu n ity lmp rovement ProJects (C lP) Expend itures Category
BEAUTIFICATION COMMITTEE PROJECTS 5000.00
CIP COMMUNITY PROJECTS

5000.00

10000.00

$10.00

TOTAL ANNUAL BUDGET ALLOCATIONS

Offi ce/Operatlonal Expenditures

Outneach Expenditures

Eiection Hxpenditures

General and Operatloma* Expenditures $ 0.00 22'nO;
fil e F g h h,s r- hr *r *r *j $3 u r;* m s * s flJ fl ;:l il tm { fl-J tr r*t } H x p* re rJ i tru r'* 

"u;

Communlty lnrprovement Frojects {SlP} Exp*nditures $ *.*# l0

40-7f."W

lct,dfr,N
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NEIGIIBORIIOOD COUNCIL FUNDING PROGRAM

LEASES & AGREEMENTS

Please complete the following information, as applicable, for any leases or service agreements your
NC currently has or plans on securing in the Fiscal Year involving office space, meeting space,
storage facilities, P.O. Boxes, and/or website services. If sections below do not apply to your NC,
please select NA on the sections that do not apply. If you have more than one Meeting Location,
then please provide the same information on an additional page. The information provided on this
form is to confirm services that an NC may currently have or that it would like to secure in the
Fiscal Year which may require a City agreement. lf an agreement needs to be drafted from the
information provided, the NC board will be notified and advised to agendize and approve the
drafted agreement at a future board meeting; The approval the Administrative Packet/annual
budget does not replace the vote the board will need to take to approve any agreements needed.

offi

tr Existing(may reed to renew agreement) D New(new agreement may be needed) E Donated /Nn
Property Name:

Property Address:

Propefty OwnerName:

Property Owner Phone Number:

Property Owner Email:

Location:

/nri*tirrgl*ayneedtoreflewagreement) n New(newagreementmaybeneeded) [Donated nNA
Property Name: APPERSON ELEMENTARY SCHOOL.LAUSD
Property Address: 10233 WOODWARD AVE Sunland, Ca 91040
Property Owner Name: LA UNIFIED SCHOOL DISTRICT
Propefiy Owner Phone Number: 818 353-5544 213 241-1000
Property Owner Email:

Sto

lexlstinglmayneedtorenewagreement) n New(newagreementmaybeneeded) [ Donated tr NA

Facility Name/Owner US STORAGE CENTERS
Facility Address: 4454 LOWELL AVE La Crescenta, Ca 91214
Facility Owner Phone Number: 818 581 2071
Facility Owner Email: Co ntactus@ ussto rage 

" 
net

Name on Facility Account: LILIANA SANCHEZ
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P.0. Box:

Page12 of12

,
d Existinglmayneedtorenewagreement) D New(newagreementmaybe.needed) tl Donated fl NA

Properfy Name/Owner: Sunland Tujunga Neighborhood Council
NC P.O. Box Address P.O. Box 635
Properly Owner Address : 7747 Foothill Blvd Tujunga, Ca. 91042
Property Owner Phone Number 818 951 7411
Properfy Owner Email: stnc. president20 1 9@g mail.com
Name on P.O. Box Account: Liliana Sanchez

Website Services:
I

M Existinglmay need to renew agreement) tr New(new agreement may be needed) E Donated tr NA

Name of Website Services Provider: Web Corner
Service Provider Address: 19509 Ventura Blvd Sherman Oaks, Ca
Service Provider Phone Number: 818 345 7443
Service Provider Email An n a@thewebeorner. com
Type of Services Provided: Website Hosting, Maintence of Website and Email hosting

i,.il::Fla'nr{}}r ill[:{.l111'{-'Lfif.llt]r-lrr'ji.ri':i;,rcji:r11i1ri;:cili.i}.,jr:i-i-91.q-1i}j:r
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