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‘CoRY | 7 (muis LETTE HAE BEEN GENP 0 ALL S7ATES |
- _ "COVERED BY UC LAWE) T
HAROLD . MARTIN In Reply Refer Ta
File No. Hor

SOCIAL SECURIYTY BOARD
BUREAU OF UNEMPLOYMENT COMPENSATION Pebruary %0, 1937

Pear Sirs

The Bosrd has mede the following determination of policy with
reference to the inclusion in State budgets For wnemploynent compen- .
sation -edministration snd grants under Title III of the Boclai Becurity
Aet of amounts to cover expenses inmcurred or to be Incurred by State
agencies other than the unenployment compensatlion agemeyt .

MPiiE BOARD HAS DEYERMINED TH.T, o0 i GERER.L POLICY, IT ¥IulL HOT
GRANT SUMS 70 ARY ST4TL TO COVER EXPENSE OF GTATh AGEHCIES OTHER THAR THE
S'PLTE - UNEMPLOYMENT COMPENSATION 4GRNCY, INCURRED IN CERFORMING SERVICE
DIRECTLY OR INDIRECTLY COBNECTED ¥ITH THE ADRINISTRATION OF THE STATE
UNKUPLOYMENT COMPENSATION La¥e . i

*Hgrever, it 1s recognized that it may be proper and advisshle to
rermit exceptions from such a genersl policy in certain cases upon a
progﬁishoﬁng of tlie existenge of glther or both of the following
conditliona: "

(1) Vhere it 18 a genersl fisesl practice im the Etate for such
outside service agencies to recelve thelr necessaly sdminis-
trative funds by a charge upon each State aQena}' Besexd upon
the servide repeéived, rathey then by general legislative
appropriations. _ _ i

{£) PThere the serviece performed by such cutsids Htote agency ls
& distinet and sdditfonsl functiom of & type customarily per-
formed as a functicn of an unemployment compensation agency
and not of & type performed &s a part of the regular service
rendered by such outside agency to other State sgenclesj and
where the unit of such outside agency perfowming such services
operates as an integrsl pert of the unsmployment compensation
ageney snd vhere its sole function is the servieing of such
unemployment compensstion agency.®

" The szbove informition is furnished for your guldanee in your preparation
of future budgets. ' ‘

Yery truly yours,

- {8igned) R. G. Vigenet
R. G. Trogenet,
Director
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(c) Pull inforwation &oncerning State organization
and regulations relative to centralized contral of the
fizesl affalrs of Htate ageneles, including nll perti-~
nent excerpts from State law, regulations, and other .
descriptive data and comment. Deteils of both ocurrent
control (pre-audit) and retrosctive control (post-sudit)
skould be included in this information. . .

(@) Pull-information shomld be furnished coneerning
bords required in order to ssefegusrd funds of the unem-
ployment compensstion agency, including any regulations,
axeerpts from the law, and pertinent comment. Sueh
information zhould take into considerstion bonds for

‘officiels outside the State unemployment compensstiocn

sgency, where required, as well &s eumployees of the ageney.

(e} In comectlon with any of the materisl apecified
in Paragrsphs (s}, (b), (e) and (d), particulsr care ahould
be teken to show the extent to which the State uvnemployment

conpensaticn agency is subjeet to the regulution indiesnted,

in any ease rhere there ls Incomplete or no State régula«
tion and comtrel over the unenployment compensstlon agency
the agency should furnlsh & elexr description of the meth
by which 1t -intends to exereise stich control. -

8. The following instructions should be complied with in

the rreparation of forms snd supporting schedules aprlicable to
budgetst

() Form 0C-101

{1} He: 3 On the first line of the form insert
(1) the name of the Stute, snd (£) the officisl nume
of the Siats agency responaible for administering the
unenploynent compensation law. On the second line
Angert the beglmning and ending dates of the period
covered by the estimute, such 4z "For the Pericd
Begimming Japuary 1, 19%7, and Ending March 31, 1987.%

(#) "Qblects of Expenditure™s

(&) 'm- Services"t Enter here the esti~
nated cost of personal services to be raid from a

ray roll, whether full-time, part-time, regular or
temnorary. The, term "témporary®” as used in this
comnection refers to the stutus of the position and
not to the status of the lncumbent. Exclude inde~
rendent contresctors wnd their émployees. Details
8%— {‘Sﬁr,ﬁ,es and wages should be submitted on Form
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nzea" - Enter hereunder
those for personel

gll estimated expenses o 3
services and equipment purchases.

1. TSurplieg®™s Enter here estimated sxpenses
for expundable items, such a&s staticnery, typewriter
ribbons, and ink; and feor items with a unit cost of
less than $2.00, whether or not consuned by use,
such as paper-weights and: inkvwells, glving support-
ing data for ltems of major importance.

. 8a - 'gﬁ;gm gna® - Enter here all charges
foy telephone services, except smich charges
as are reisbursable on travel expenss secounts.
¥Yhenever 8 telephone contreet is proposed,
attach a cofy or describe on a suprlementary
sheet the service to Ge randered as specified
fn such contract. Show on & supplementery
sheet the estimsted amount for toll charges.

be "'Mn%nh,*' - Enter here estimated
expense for telegrarh and radio messages, .
exgept such charges &s are reimbursebls on
travel expense fgcounts.

Cs '_Pmm&' - Enter here estimited cost.
of postoge. iseribe size and nature of iro-
posed mase nallings.

s ®"Travel Expengel’s Enter here the esfimated
espense of all travel, including railroad, steamship,
bus, automobils, sirplane and pullman Turves; and
subsistence (or per diem In licu of- subsistence},
and all other estimuted expense items for truvel
to be reimbdursed through the uje of an expense
voucher. All such Expense nust conform to Btate
travel regulatioms, & copy of which in the first
instance (and smendments thereto from time to time
as 1ssued) should be submitted to the Soclsl Security
Board, 0On & supplementary sheet show busis of estis.

‘mated needs, "

4. "Trans ation of Thinga®: ¥nter herse
estimated aexpensa for freight, express and dravege
charges incurred by regularly established offices,
and on a supplementary sheet show busis of esti«
mated needs.
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S, “"Ppinting end BindingWs Enter here esti-:
mated sxpense for printing énd binding, including
sy expense for printing forms, 1etterﬁe'ad=‘ ete,
(which expense 1s not to be included under Masup-
plies® as defined above). On & supplementary
sheet furnish dails of estimated needs, ‘

8. “Advertioing®: ‘Enter here estimated
expense for publlishing offielsl notlices, advertia-
ing for blds, etc. On a supplementary shest fur-

nish baslis of estimated needs,

“

7= THeat, ¥ 3 Enter here esti-
mated exjrense xg,c';- '§aat. _ng‘f'}%tmg and furnishing,
of water and power to regulirly esteblishied officen,

xhen these items are not otherwise provided fory“in
rentsl contracts, | = B

B. "Rengs™s

8. ﬁ%ﬁ' - Enter here rents for rremises
oecupled ogulearly established offices with
or without the inclusion of services of hest,
light and water. On 2 suprlementary sheet fur-
nish full deseription of such premises, including
location, area, rate of rentsl and genersl
description. i‘urn.tsh vith this estimate -copies
of any propossd leakses or proposed amenduents
to established lessen. W

b. "Boulpment® - Enter here estimated rents
for equipnént, such as for tabulating, eglen- *
lating and bookkeeping mechines and other office
equipment, itemized with descriptive detaill,
suffieient to show basis of estimated noeds.
dagregate rental items and 1ist thosze vhich
are of a temporary character ssparately from
those whieh &re of & long term and Tecurring
character. (Items which ere on a yental rur-
chagse eontraet bagis should not de included,
but should dbe reported in connection with equip-
ment purchases.) Firnish with the budget Copies
of any proposed contracts covering such rentuls
or emendments to esteblished eontracts. .

B, "Renalrs sand Alterationis¥: Enter here

estimeted exponses for repairs and alterations to

remises ocvecupled by regulerly established offices
i()lratuaa'va such expenses &re not ineluded in the terns
of a rental contract), snd estimcted expenses for
repalr snd alteriétion of equipment, FMurnish a
deseription of mujor items of repairs and asltera-
tions, glving estimuted costs;
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10« ®0ther®s ZEnter here sll other miscellanew
ous expenses not elsevhere defined or ineluded.
Under this type of expense include such miscel-
lanecus 1tems &s insuraznce, personal bonds, snd
contract services (other than pay roll). 5:1 }
separate gchedule give sufficlent detail to show
hagls of eatimated needs. - e r i

(C) "Bquinménti® Enter here the estimsted
cost of equipment purchases (omitting items of a
unit valune of $2 or less, which are to be treated
ag "Supplies®). Full descrintion of the items
concerned is to be furnished on Form UC.101RE,
together with any other information to show the
basis of estimated need. The cost of eguipment
itens to be obtained upon a rental-purchase hasis
should be included in the totzl smount requested

[

for eguipment purchases.

(3) “Legs Unencumbered Bslapce™s Enter heré. any
unencumbered amount from & previous nsriod, available
for reidllotment, ai previously reported on Form UC.10B,
The closing dite of the peiiod from which this unen~ -
cumbered balance is availabdle should de indiecated. If
unencunbered balances from more thah one seriod have
not been reallotted and are thus available for resllot-
ment, enter each such sum geperstely, identifying them .

by indicating the closing dates of the periods foncerned.

{4) T™Het Amount Ih_q_qn%&@ﬂ; Enter here the net
smount of grant requested {(the total amount of the bude
aeti less any unencumbered spounts from & pmim

period or periocds.).
(b) * Foxm US-1034

(1) The heading should correspond with that of
Form UC-3101,

- {28) Positions should be grouped on this form in
such manner &8 to show the organizational struature
by departments, divisions, or other units, the require-
nents of each branch office, if any, being set forth
on separate coples of this form. If and when funds )
are requested for district offices of the ftate employ-
ment service for expense properly chargeables to unem~
ployment compensation, such reguirement as to salaries
and wages should be set forth on separate coples of:
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FYorm DC-101h, as in the cese of branch usffices. .Cone
sistent with sueh organizaticnal gr.mxpinﬁ- idéntieal
positions af idsnticsl salsry rates should be gromuped
together rather than listed geparately, the number of
employeer in sach class for each momth of the quarter
being designated undér the cclumns provided. Conglés
tent with organizational grouping, regular snd teuporsry
positions should be listed aepurstely, ragular positions
first and temporery positions last. {_!me. word "tem-
porary® refers to the roaition, no% to the status ol
the prrson occupying the pasiti’.an;)- Ealaries for parts
time employment should he desigpated "P,T.%, and & . .
separate explanation attached giving full detalls. If
any employees are compensated at other than & mpnthly
rate, designate this rect following thelr aalary rate:
by these symbols: "D for per diem, ™R Tor weéekly,

snd ®E.H.¥ for semi-monthly. The column headed "Honthly

Salary BEate® is concerned with the individual salary
rite per -mpld{w .and not the totel monthly vste for
all employees in the group. -

(38) In the case of the first budget of any Btate
or of eny later exﬂgansmn in organlzation and rersonnel,
full explanation should accomphny thls form in order to
show the plans snd basis of need. g

(e) ZRorm UC-IOLB

(1) The heading of the form should be similar to
Form UC-104, - :

(8) This form should show the amounts reqiested
for equipment purcheses for the Otate administrative
office with full detuil ss to items desired. The items
End amcunt requested for escH branch office and for
each district office of the State employment service
should be set forth on separaie coplee of this form.
The equijment items with full deseription should be
listed. However, im listing proposed purchises of
equipment, group and enter on u sipgle line, items of
exset desoription, &nd in the rroper column speclfy
the mamber of units., Furnish sny supporting date
showing basia of need.

(%) Egquipment Ltems to be cbtuained, or bei
obtained, upon a rentdl~purchase basis should be listed
separately and so designated, vith full deserintion,
but the am~unt of such rentai-s' for the period should
be ineluded in the total requested for the purehase
of equiyment for the State administrative office and
each branch office and employment service distriect
office. Corles of any propnred rental-purchase con-
tracts should be furnished, ov in lieu thereof, full
deseri;tion of the contriet vrovizions contem;iated.
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(4) Equipment tc be tented either on & permenent
or & temporary basis should not be included on Form
TC-101B, but, as pointéd out elagvhere in these
instructions, should be set forth on separate schedules
govering equipment remntuls.

(4) Zorm UC-101C

(1) It 1= necessury to use this form only in Gtates
where more than one office is concerned, or where funds
are requested for unemployment compensation adtivities
of &tate employment offices, in which cases the require-
ments of each branch office and enployment service
district office as to "0ther Current Expenses® should
be separately designated through the use of this form,

-(®8) With the sddition of the designation of the
particular office concerned, this heading should be.
filled in zccording to the i structions pertaining to

{e) Fors UC-101D

(1) This form is to be used only whare the State
agency has more than one office, or vhere finuds are
requested for unemployment compensetion setivities of
district offices of the State employment service.

(2) The heoding of this form should be prepsred
to eorrespomd with Form UC-101 for the same period.

{3) Branch offices &nd emyployment service district
offices should be listed separately and alphsbetically
in the first column, and & recapitulation of estimuted
requirmments for each branch dffice and emrloyment
service district office should be set forth under the
three pain cétegories of *"Personal Services®, "Other
Current Expenses®, and Fquipment®, The total for the
State adninistritive office, each branch office and
each employment servies district office should be
inserted in the column headed "Total.®

(f) Form UC-101E8

(1) This form 1s to be used only when the budget
includes funds for unemployment comrensatlon activities
of ttate employment offices.

(2) The heading of the form should be similer to
that of Form UC-101.
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{8) ‘The emounts shown in the first column to be
required fram the Soelal ESecurity Board will be a
sumnery of the requirements of* the district offices
of the Btate employment serviece; the individual

Jrequirenents of which should Be set forth on Forms
UC-1014, UC~101B, UC-101C, and UC-101D, as specified
previcusly. The smounts set forth on Form UC-101LES
will be {ncluded in, not sdditionel to, the amounts
shown on Fera Uca.mi_ to e required by the Btate
wenploynssnt compensation agency.

() caidan of. Biate Sunmnrr on Foree US-101k

(1) Wnenever funds are requested for branch cffices or

for employment service disirict offices, so that separate
reports for the different offices sre made on Forms {IC-101A
and UC-101B, & -summery totalling the requirements of the
State us & whole ahould be set forth on Forms UC-1014 and
UC-101B. ¥hen these forns are used for this wurpose the
heading "State Summery® should be typed in at the top.

In setting forth this State sumbary of rersonfiel recuire-
uents on Forg UE.1014, identical resitions at identical
salary rates should bs grouped and enterad on a single
-1ine, without regerd for orgsnizationel grouping. OSimilarly,
in prepering the State summery of enulpment requirements

on Form UC-101B, identiocal equipment items should be grouped
and entered on a single line without regard to the offices
for which such equipment is intended.

1, The board must be informed at sll times through proper
certification sa to the verson or persons suthorized tn certify
to Information or documents furnished te the Board. BSuch certi-
fication of official status need not be reneved as long as the
status of a person so certified remalns unchanged.. If such
cuthority passea to a néw incumbent, & new certificate of suthority
mist be submitted to walidate the new signeture. PFach such certw
tificate of official status must be aigned by the official properly
authorized to make such certificaticn. The Seal of the Secratary
of 8tzte will be sufficient evidence of his own suslification.
All such certificates of offlcial stetus must be submitted in

trinlicate,




oty B G

- 8, Certain certificetes and other documents must be
submitted to the Boclsl Security Board by the State unemploy-
ment compensation agency currently or at other times ms specified
below in order to enable the Board to certify a grunt of funds
for sdministration under Title XIXI, as followsy

(a) At the time of submitting the first budget, and
thereafter at smy time when a change in the payee is
authorized, submit six coptes of & certificute by the
Attorney Gemeral or other proper legal suthority of the
State, designating the payee (the office, not the incum-
bent) to vhom payment of funds granted 1s to be made;
ekting statutory suthority.

(b) Bubmit monthly at the time Iindicated he'
instructions thereon, three copies of Form UC-THOL,
reparting upon the numbder of employers end employees
zho are covered by the State unemployment compensation

aw,

{e) The follewing certifieates by the Stute unemploy-
ment compensetion agency, or its duly anutherired repre-
sentative, must be furnished in tripiicate with esch
budget and recuest for funde. In the case of the first
requast; for funds, such certificdites shall be se worded
a8 t? cover the iwi-i,od, Trom the effective dute of the
law (citing date) to the dat® of puch eertification; in
subsequent cases, sich certificstes shall be so worded .
88 to cover the period from the last such sertifiesation
(eiting date) to the date of current certification. The
subject matter of two or more such certificstes may be
combined in & single certificate.

(1) Certificate stating either (4) that mo
decisions or orders have been rendered or issued by
any court of the State or by. eny Federal ecourt con-
strulng, interpreting, involving, or pessing upon
the validity of any vrovision of the State unemploy-
ment compensation lay, or sny rule or regulation in
effeet thereunder; or (Bf that only such deeisions
and orders as sre identified and listed thersin
have been rendered or issued.
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" {8) Certificate stating either (A} that no
opinions have been rendered hy the Attorney Genersal
relating to questicns of law involved im the adminis-
tration of the ftate upemployment compensation lsw
or interpreting or construing any provizilon of su
law or any rule or regulation issued thereunder; or
(B) that only sueh Attorney Cemersl's opinions am
are ldentified and listed thorein huve been rendered,

(3) Certificate stating either (A) that it has
sdopted no rules and regulations end has neither
rescinded nor chenged any existing rules ard regulse
tionz; or ?53 thet anly such rales and regulstions
and modification or reseinder of existing rules and
regulations as are identified and listed therein
have become effective, - 5

.. {4) Certiricete atsting elther (A) thet the
State unemployment comprensation law has not besn
auerded or changed by act of the Legislatuvey or

{B) thet only such amendments us are identified snd
1isted therein huve been enacted. :

(5) Certificate stating either (i) that Lt has
adopted no general interpretetions end has nelther
resainded ol ed any existing generzl interpre-
-tationsg o?afa that only such generul interpretations
and wodiftcation or rescinder of existing general
intorpretations es are identified and 1listed therein
have been issued. .

3. The Btate unemployment compensation sgency shall furnish
to the Soclal Security Board, currently as issued, three copies
of all decisions snd orders, Attorney Generalfs opinions, amend-
ments, rules and regulations, gererzl interpretationz and codifi-
catlon of general intorpretations, preoperly certified t- be true
and complete copies. To withhold them until a renuest for funds
is made may delay amction with respect to the grant. '

4. TVhenever the State unemployment compensation agenicy
tontemplates the lssunnce of rules, regulations, eto., coples of
all such tentative material shall be submitted in triplieate to

the Boclal Security Board for its comsideration prior to becoming

effective, so thut no rule, regulation, ete., will be adorted or
issued which will sq affect the status of the law as to nrevent
eertification under Title III or Title IX vhen = request for
funds 1s next made.



1.These instructions have application solely to expenditure, -
of Federal funds granted under gﬁ.-’tle 111 of the Social Becgrit;y Aet
for the administration of approved State unemployment compensation .
lews. Statements and reports will not include expendlture of

(a) funds sllotted under the Vagner-Peyser Act, or (b) 8tate and
loezl funds and contributions for the Etate employment service exgept
when reporting that information as required on Form UC-10ZE6.

2, Bix coples of expenditurs reports sre to be prepared. on.
Form UC-108, together ui.ﬁﬁms 50-182& and UC-102B, and other
suprorting schedules neceéssery to show detalls of expenditures.

]

8. If or vhen branch offices of the State unemployment com-
pengation agency ére established, & separate sset of Lltemized A
schedules of expenditures is to ’Es sutmitted for each such branch
office (suprorting the Swmmary Stutement, Form UC-102) on Forms .
9C-10£4, UC-102B, and UC~102C, together with & summary of branch
office expenditures on Form UC-102D, -

4. If and when the distriet offices of the State epploy~
ment service perform functions for which the expense is properly
chargeable to the Btate unemployment comnensation agency and to
cover which funds sre granted under Title III, = separate set of
itezized schedules shonld be prepayed-for sach sueh distriet office,
showing the amounts of such propsrly chergeable expense, snd Form
TUC2102ES should alse Be prepsred and.submitited to show the total
gﬁgnd% gras 8f such offices chargeable to funds granted under
L - ‘ ; -

' '8, ‘The following instructiomis should be . somplied with im
the preparation of forms and supporting schedules aprlieabdle to
reports laf expendi tures: : :

(2) Yorm UC~108

{1) The hesding should correspond »ith the heade
ing on Forym UC-101, previcusly submitted for the cor-
responding period. : -

(2) *Pundg Avallable® |

(4) ™Unencumbercd balunce re-sllotted from
period cnding _ %3 Enter here any
smount re-sllotted during the reriod concerned,

for use in addition to the amount grinted for the
reriod.
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-(B) Duping Period™s Enter here tha
amount at%ﬂaﬂ by the Sociel Security
Board for use during the period concerned.

(3) *iIxpenditures® ("Expenditures® means obii-
gatlons incurred or encumbered zgainst the funds
granted by the Social Security Bosrd for the. period,
whether oy not sctual payment has . been MG.?

{A) Bipenditures should be summariced and
set forth on Porm UC-102 in the same marnner as
specified herein for budgets in the case of Form

-103. Copies of narchase or rental contracis
sgresd upon pursuant to tpproved budgets should:
be attached, 1f not previously submitted.

{4) -"&%’ ¢ Enter here any smounts %o be
subtracted from or sdded to the totsl expendituras
due to necessary sdjustments in previous expenditure
reports., Explaln such adjustments fally in & meparate
memoraniun. '

(5) "insnoumbersd Balsige % Closs of Pexiod®s

Indicate here the amount of funds on hand which &t the
close of the veriod concerned were not encumbered and .
vhich are thus avdllable for re-sllotmeny by the Board,

(v) Fomms UC-1024, UC-102B, §C-108C, DC-102D, and
(1} These forms should be used tc set forth the

details concerning expenditures, in the same mabner 88
is prescribed in the case of Forms UC-101k, UC-101B
¥C-101C, U0-101D, and UC-101ES. Instructions herein
which pregeribe the methad of prepar:tion of suchh bud-
get forms and the detuailed data to be furnished therewlth,
on supporting schedules should also be followed in the
gase of expenditure repaorts. . However, as it Is generally
posaible to submit more detsiled and accurste dete in
the case of expenditura reports than in the case of
budget estimetes, full and exact rep rtg of expendifures
are to be submitied. For example; in reporting expendi-
tures for salaries, the individusls concerned should
be listed by name, rather then merely grouring related
rositions as is dome on budget Form UC-1014,



