Judicial Council of California

Chapter 12
Page 10f6

Judicial Branch Contracting Manual

REPORTING REQUIREMENTS

CHAPTER 12

Original Release Date: Revised Effective:
October 1, 2011 October 1, 2020




Chapter 12

Judicial Branch Contracting Manual Reporting Requirements
Page: 2 of 6

Table of Contents
Introduction

D= T =T I I =T 4 0 RS
12.1 Judicial Council Reports under PCC 19209 ........cooo i
A. Reporting Periods........cooo oo
[ B 7] o (=10 | o) il 2{=T oo ] o £ R
C. Responsibility of JBEs to Provide Information for Reports ...........ccccoceiiiiiiiiis
D. Responsibility to Prepare Reports for Judicial Council ..............cccooooviiiiinnniinnnii.

12.2 Notifications by JBEs to the State Auditor under PCC 19204 ...

Judicial Council of California



Chapter 12

Judicial Branch Contracting Manual Reporting Requirements
Page: 3 of 6

INTRODUCTION

This chapter describes the Judicial Council’s obligations under PCC 19209 to provide
reports to the Joint Legislative Budget Committee and the State Auditor relating to the
“procurement of contracts” by any Judicial Branch Entity (JBE). In connection with these
reports, this chapter describes the role of each JBE in providing information related to
the JBE’s contracts with Vendors to be included in the reports.

This chapter also describes the obligations under PCC 19204 (a) of all JBEs to notify the
State Auditor of certain contracts with total costs estimated at more than $1 million.

DEFINED TERMS
If not defined in the text of this chapter, the definitions of capitalized terms are set forth
in the glossary.

12.1 JUDICIAL COUNCIL REPORTS UNDER PCC 19209

A. Reporting Periods

The Judicial Council will provide two semiannual reports each year to the Joint
Legislative Budget Committee and the State Auditor as required by PCC 19209. One
report will cover the period from January 1 through June 30, and will be provided by
August 1. The other report will cover the period from July 1 through December 31, and
will be provided by February 1 of the following year.

B. Content of Reports

The Judicial Council report will include a list of all Vendors that receive a payment from
a JBE during the reporting period. PCC 19209 also requires the Judicial Council to
submit additional information on each distinct contract between a Vendor and a JBE,
but only if more than one payment was made under the distinct contract during the
reporting period. For each distinct contract, the report will include the following
information by Vendor:

e The JBE that contracted for the good or service;
e The amount of payment; and
e The type of service or good provided.
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The report will also include a list of all JBE contracts that were amended during the
reporting period. The report will contain the following information by Vendor for each
distinct contract that was amended:

e The name of the Vendor;

e The type of service or good provided;
e The nature of the amendment;

e The duration of the amendment; and
e The cost of the amendment.

C. Responsibility of JBEs to Provide Information for Reports

Supreme Court: The Judicial Council’s Branch Accounting and Procurement office
maintains information relating to payments to and contracts with the Supreme Court’s
Vendors. The Supreme Court is responsible for coordinating with the Judicial Council’s
Branch Accounting and Procurement office, as appropriate, to ensure the information
relating to payments to, and contracts with, the Supreme Court’s Vendors is accurate,
consistent, and complete.

Courts of Appeal: The Judicial Council’s Branch Accounting and Procurement office
maintains information relating to payments to and contracts with Vendors of each Court
of Appeal. Each Court of Appeal is responsible for coordinating with the Judicial
Council’s Branch Accounting and Procurement office, as appropriate, to ensure the
information relating to payments to, and contracts with, Vendors is accurate, consistent,
and complete.

Superior Courts: The Phoenix Statewide Financial System (Phoenix) is the source of
information for compiling reports relating to payments during a reporting period by each
superior court to Vendors and relating to contracts between Vendors and each superior
court. Each superior court is responsible for ensuring that the information in Phoenix
relating to payments to, and contracts with, that superior court’s Vendors is accurate,
consistent, and complete.

Habeas Corpus Resource Center (HCRC): The Judicial Council’s Branch Accounting
and Procurement office maintains information relating to payments to and contracts with
Vendors of the HCRC. The HCRC is responsible for coordinating with the Judicial
Council’s Branch Accounting and Procurement office, as appropriate, to ensure the
information relating to payments to, and contracts with, the HCRC’s Vendors is
accurate, consistent, and complete.
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Judicial Council: The Judicial Council’s Branch Accounting and Procurement office is
responsible for maintaining and providing accurate, consistent, and complete
information relating to payments to, and contracts with, Vendors of the Judicial Council.

All JBE personnel involved in maintaining and providing the necessary information for
reports should have the appropriate training, experience, level of responsibility, and
accountability as is necessary to ensure the accuracy, completeness, and consistency
of the information in the reports provided by the Judicial Council.

D. Responsibility to Prepare Reports for Judicial Council

The Judicial Council’s Branch Accounting and Procurement office is responsible for
preparing the portion of the Judicial Council reports that relates to the Supreme Court,
Courts of Appeal, Judicial Council, and HCRC.

The Judicial Council’s Trial Court Administrative Services office (TCAS) is responsible
for preparing the portion of the Judicial Council reports that relates to the superior
courts.

The Judicial Council’s Branch Accounting and Procurement office and TCAS are
responsible for coordinating with each other to ensure that all information to be included
in the Judicial Council reports is reported timely, accurately, and in a consistent form
and format.

The Judicial Council’s Branch Accounting and Procurement office has lead
responsibility for presenting the reports to the Judicial Council for approval for
submission to the Joint Legislative Budget Committee and the State Auditor.

12.2 NOTIFICATIONS BY JBEs TO THE STATE AUDITOR UNDER PCC 19204

Under PCC 19204 (a), any JBE contract with a total cost estimated at more than

$1 million is subject to the review and recommendations of the State Auditor? to ensure
compliance with the California Judicial Branch Contract Law. Each JBE must notify the
State Auditor, in writing, of the existence of any such contract within 10 Court Days of
entering into the contract. The date of “entering into the contract” is the date on which
the contract is fully executed by all parties.

TPCC 19204(a) refers to the Bureau of State Audits; the Bureau of State Audits, however, now refers to
itself as the California State Auditor’s Office. This Manual uses the term State Auditor.
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Notes: Excluded from this requirement are contracts covered by GC 68511.9, which
covers contracts for the California Case Management System and all other
administrative and infrastructure information technology projects of the Judicial Council
or the courts with total costs estimated at more than $5 million. (Under GC 68511.9,
these contracts are subject to the review and recommendations of the California
Department of Technology.?)

A JBE is not required to notify the State Auditor of amendments to an existing contract if
the JBE previously notified the State Auditor of the existence of such contract pursuant
to PCC 19204(a).

2 GC 68511.9 refers to the office of the State Chief Information Officer, which subsequently became the
California Technology Agency, and then the California Department of Technology.
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