
 
 
 
 
 
 
 

FINANCE COMMITTEE MEETING  
OF THE BOARD OF TRUSTEES 

 
February 4, 2019 

5:30 P.M. 
 

AGENDA 
 

 
  

The Finance Committee is not a decision-making body and can only make 

recommendations to the Board.  All decisions are made by the full Board at the 

monthly meeting of the Board of Trustees. 

Finance Committee Meetings are accessible to people with disabilities. Individuals 

who need special assistance or a disability-related modification or accommodation 

(including auxiliary aids or services) to participate in this meeting; or who have a 

disability and wish to request an alternative format for the agenda, meeting notice, 

agenda packet or other writings that may be distributed at the meeting, should 

contact Chindi Peavey, District Manager at least one working days before the 

meeting at (650) 344-8592. Notification in advance of the meeting will enable the 

District to make reasonable arrangements to ensure accessibility to this meeting 

and the materials related to it. 

Public records that relate to any item on the open session agenda for a Finance 

Committee meeting are available for public inspection. Those records that are 

distributed less than 72 hours prior to the meeting are available for public inspection 

at the same time they are distributed to all Finance Committee members. The 

Finance Committee of the Board has designated the office of the San Mateo County 

Mosquito and Vector Control District, located at 1351 Rollins Road, Burlingame, for 

the purpose of making those public records available for inspection. 



1. CALL TO ORDER 
 

2. PLEDGE OF ALLEGIANCE 
 3. ROLL CALL 

 Mason Brutschy (Chair), Town of Atherton                                                     
Muhammad Baluom, City of Millbrae                                            
Ray Williams, Town of Portola Valley                                      
Robert Riechel, City of San Bruno                                             
Carolyn Parker, City of Brisbane                                         
Rick Wykoff, City of Foster City                                           

 
 
 

   
 

 

4. PUBLIC COMMENTS AND ANNOUNCEMENTS 
 

This time is reserved for members of the public to address the Finance 
Committee of the Board relative to matters of the Committee not on the 
agenda.  No action may be taken on non-agenda items unless authorized by 
law.  Comments will be limited to five minutes per person (or ten minutes 
where a translator is being used). 

 

5. REGULAR AGENDA 
A. Receive a report from Scott Hood, CEO of the San Mateo County 

Employees’ Retirement Association (SamCERA) on current status of the 
pension system 

B. Review Monthly Financial Reports 
• Financial Report for December 2018 

Action Motion to recommend the Board approve the Monthly Financial 
Reports 

C. Midyear Review of Revenues and Expenditures for the current fiscal year 

D. Receive a report on a potential project to install solar panels at District 
headquarters and consider whether to recommend the Board (1) issue the 
draft RFP to get pricing information for determining whether to proceed with 
a solar installation as proposed, and (2) include funding for the project in 
the FY 2019-20 Budget 

E. Appoint a subcommittee participate in salary negotiations with District staff 
and consider the schedule for negotiations 

F. Receive a report on the taxability of Board of Trustee stipends 

G. ADJORNMENT 







































































 
         Agenda Item 5C 
 
         Date:  February 4, 2019 
 
To:        Finance Committee 
 
From:   Richard Arrow,  
              Interim Finance Director          
    
Re:        Report on Mid-Year Budget Review 
 
 
Summary: 
 
As you are aware, your management staff monitors projected and actual revenues and expenditures on a 
monthly basis.  Each month, a finance report is prepared and discussed and approved at the Finance 
Committee and subsequently is reported to the full board. 
 
In the spring of each year, staff re-reviews the budget and all associated financial activity and brings to 
your committee and Board the results of this review.  Although it is early in the year, we have prepared an 
analysis of budgeted and actual revenues and expenditures to date and an estimate of what we think will 
be received or expended by June 30, 2019.  The results of this analysis is included within the attachment 
to this report. 
 
Discussion: 
 
Revenues 
 
Based on current projections, it appears we will be over-realized in revenue by approximately $195,897. 
The majority of this overage is in the following accounts:  
 
 Excess ERAF of $132,298.  This includes a “one time” payment of $ 51,507 due to change in 

Controller’s distribution schedule. Next year’s Excess ERAF will be decreased by a 
corresponding amount. 

 Interest earnings will exceed the amount budgeted by $41,370.  

 VCJPA/Misc. Income $40,559.  This is the annual retrospective adjustment from our self-
insurance group, the Vector Control Joint Powers Agency (VCJPA).    

 Under grant revenue, no money was expected in the current budget, however, $16,925 was 
received from last year’s grant after the end of the 2017-18 fiscal year.   

 Special Mosquito Tax was over-budgeted by $18,834.  This is a parcel tax, the amount does not 
change with increased property assessed valuation. 



 Current Secured Property taxes will be below the amount budgeted by $23,069 based on the latest 
property tax estimates provided to us by the San Mateo County Controller’s Office notification of 
October 1, 2018. 

Expenditures 
  
Staff have held a series of meetings among Department Directors, the District Manager, and the Finance 
Director to review the Budget and Actual Expenditures for the current year.  Based on information 
gathered from staff, Actual Expenditures for the entire current fiscal year are expected to come in below 
the amount budgeted by approximately ($588,273).   
 
Salaries & Benefits 
 
The largest category of Variance in Expenditures is in Salaries and Benefits ($457,028). The reason for 
this is that the District had two Vector Control Technician positions vacant for approximately 7 months of 
this year. These two positions were filled on January 7th.  There is also a vacancy in one of the 3 Vector 
Ecologist positions in the Laboratory.  As discussed at the January meeting of the Finance committee, 
District Management is looking into the possibility of hiring a specialist in Information Technology and 
Database Management instead of hiring another Vector Ecologist.  At the request of the Finance 
committee, staff is gathering more information on this to be able to provide the Board with a list of 
alternatives and their impact on the District’s Financial Projection Model. 
 
Administration 
 
Within the Administration category of the budget, we are anticipating savings of approximately 
($94,400).  The principal drivers of this are: 

• Legal Services are anticipated to be below the amount budgeted by ($50,000) at the end of the 
year.  The line item for Legal Services was increased substantially over prior years due to 
potential costs associated with the process of completing the EIR public comment period and 
preparing responses to comments.  The final costs for the PEIR will not be known until next 
month, after the entire PEIR process has been completed, but it appears that it will come in below 
budget. 

• Human Resources contractor and other Financial Consulting will be below the amount budgeted 
by ($32,600) due to the decreased need for Human Resources assistance during FY 2018-19. 

 
Capital Improvement Budget 
 
Overall, Actual Expenditures for Capital are expected to be less than budgeted by approximately 
($32,967).  Variances in Actual Expenditures in the Capital Budget are: 

• In Vehicles, $55,351 was budgeted for the purchase of a Ford Ranger and Lab SUV.  These 
vehicles will actually be leased through the Enterprise leasing program.  As a result, Vehicles will 
be under the amount budgeted by ($55,351), while Vehicle Leases will be over budget by $9,524.   

• The interior painting project is anticipated to exceed the amount budgeted by $4,900.    

• The Equipment - Operations & Administration category is anticipated to require an additional 
$8,000 to replace the District’s server. This item was included in the Computer Hardware account 
of the Services and Supplies Budget, but has been moved to the Capital Budget because it is 



greater than $5,000. This change does not substantially change the Computer Hardware & 
Software overall expenditure budget due to revisions in other computer purchases. 

 
To summarize, by the end of the current fiscal year, we anticipate total revenues to exceed the amount 
budgeted by $195,897. Expenditures are expected to be approximately ($588,273) below the amounts 
budgeted.  This will result in an increase to fund balance of $784,171 compared to the $19,275 in the 
current budget for FY 2018-19. The management team will continue to monitor developments as they 
occur over the next few month and report the results to the Finance committee and the Board on a 
monthly basis.  We anticipate that staff and the Finance Committee may desire to amend the FY 18-19 
budget in the coming months. 
 
Staff will be available to answer any questions or concerns that you may have. 
 
Materials Attached 
 

1. Budget Worksheet for FY 2018-19 



San Mateo County Mosquito & Vector Control District
Combined Revenue and Expenditure
Budget Worksheet for FY 2018-19 

FY 17-18 FY 18-19 FY 18-19 FY 18-19 FY 18-19
Actual Approved YTD (1/15) Estimated Difference

PROGRAM REVENUES
4010 · Service Abatement Revenue -2451 273,725        248,005        173,771        241,349        (6,657)                    
4020 · Special Benefit Assessmnt-2031 * 1,579,436     1,624,122     -                 1,624,122     -                          
4030 · Special Mosquito Tax - 2439 * 491,930        510,334        -                 491,500        (18,834)                  
TOTAL PROGRAM REVENUES 2,345,090     2,382,462     173,771        2,356,971     (25,491)                  

GENERAL REVENUES - PROPERTY TAXES
4105 · Current - Secured - 1021 2,256,305     2,410,527     119,562        2,387,458     (23,069)                  
4110 · Current - Unsecured - 1031 104,368        142,523        112,074        148,771        6,248                      
4115 · Prior Year - Unsecured - 1033 935                -                 144                144                144                         
4120 · Current -Secured  SB813-1041 75,842          64,000          14,937          64,000          -                          
4130 · Prior Y. Unsecured SB813-1042 1,029             1,000             -                 -                 (1,000)                    
4140 · State Homeowner Prop-1831 10,641          12,574          -                 12,413          (161)                        
4160 · Prior Year - 1043,1045 1,429             -                 -                 -                 -                          
TOTAL GENERAL REVENUES - PROPERTY TAXES 2,450,548     2,630,624     246,716        2,612,786     (17,838)                  

GENERAL REVENUE - OTHER TAXES
4210 · ERAF Rebate-1046 (Excess ERAF) 316,576        286,826        -                 419,124        132,298                 
4220 · Redevelop Passthrough-1024,2647 184,173        170,000        816                178,074        8,074                      
TOTAL GENERAL REVENUE - OTHER TAXES 500,749        456,826        816                597,198        140,372                 

GENERAL REVENUES - INTEREST AND MISC.
4310 · Interest Earned (County+VCJPA) 65,816          23,328          25,879          64,698          41,370                   
4340 · VCJPA / Misc. Income -2658 87,328          15,000          45,559          55,559          40,559                   
TOTAL GENERAL REVENUES - INTEREST AND MISC. 153,145        38,328          71,438          120,257        81,929                   



FY 17-18 FY 18-19 FY 18-19 FY 18-19 FY 18-19
Actual Approved YTD (1/15) Estimated Difference

GRANT REVENUE
Operating Grants 20,933          -                 16,295          16,925          16,925                   
Capital Grants -                 -                 -                 -                 -                          
TOTAL GRANT REVENUE 20,933          -                 16,295          16,925          16,925                   

TOTAL REVENUE 5,470,465     5,508,240     509,036        5,704,137     195,897                 

5000 · SALARIES & WAGES
5010 · Permanent Employees 1,939,368     2,184,893     953,400        1,866,208     318,685                 
5015 · Limited Term Employees -                 166,920        86,670          166,920        -                          
5020 · Seasonal Employees 174,839        203,940        136,827        192,714        11,226                   
5040 · Board  Trustees Meeting Stipend 20,300          24,200          9,100             20,079          4,121                      
5050 · Compensated Absences  & Vacation Accrual 15,133          10,000          10,663          10,663          (663)                        
Total 5000 · SALARIES & WAGES 2,149,640     2,589,953     1,196,660     2,256,584     333,369                 

5100 · EMPLOYEE BENEFITS
5110 · Retirement - Employer Contribut 469,106        607,182        244,293        460,767        146,415                 

 5115 · Retirement - Employee Contribut -                 -                 -                          
 5116 · Alternate Retire-Employee Contr -                 -                          
5118 - Suppl Contribution to Retirement Fund 100,000        (100,000)                
5125 · Actives - Medical Insurance 282,520        321,492        151,493        265,312        56,180                   
5130 · Actives - HRA Health Reimb Acct 14,368          15,120          11,310          15,120          -                          
5135 · Actives - Dental Insurance 30,530          32,562          15,931          32,562          (0)                            
5140 · Actives - Dental Reimbursement 1,941             2,200             1,153             2,200             -                          
5145 · Actives - Vision Insurance 5,405             5,603             2,419             5,603             0                             
5155 · Retirees - HRA & Prescrip Reimb -                 -                 1,667             -                 -                          
5160 · Retirees - HRA & Medical Reimb -                 -                 14,927          -                 -                          

 5161 · OPEB Trust Contribution -                 -                 -                          
5165 · Long Term Disability - Standard 12,792          13,000          6,126             13,000          -                          

 5170 · Actives - Other Benefits -                 881                881                (881)                        
5175 · Social Security & Medicare Tax 43,145          60,877          27,950          51,632          9,245                      
5180 · CA Unemployment/Disability Tax 15,337          18,500          7,684             16,769          1,731                      



FY 17-18 FY 18-19 FY 18-19 FY 18-19 FY 18-19
Actual Approved YTD (1/15) Estimated Difference

5182 · Workers Compensation 99,699          100,000        89,030          89,030          10,970                   
5185 · Actives - Deferred Compensation -                          
Total 5100 - EMPLOYEE BENEFITS 974,843        1,176,535     574,864        1,052,876     123,659                 

5200 · TRAINING - BOARD & STAFF
5205 · Coastal Regional Continuing Ed. 3,954             4,500             3,897             3,897             603                         
5210 · Conferences / Workshops Board 15,829          32,500          12,461          38,745          (6,245)                    
5215 · Conferences / Workshops Staff 29,509          32,500          10,630          29,373          3,127                      
5220 · Staff Training 2,790             3,000             485                485                2,515                      
Total 5200- TRAINING- BOARD & STAFF 52,083          72,500          27,473          72,500          (0)                            

5300 · ADMINISTRATION
5305 · Board Meeting Expenses 6,361             5,460             1,565             3,460             2,000                      
5310 · Background / drug screening 1,242             1,500             514                1,500             -                          
5315 · County Accounting Service Chgs 129,405        131,025        18,510          131,025        0                             

 5325 · HR & Finance Consultant 190,053        72,869          8,434             40,269          32,600                   
5330 · Memberships & Subscriptions 19,779          28,325          23,274          24,724          3,601                      
5335 · Office Expense 11,322          7,725             6,163             10,163          (2,438)                    
5340 · Household Expense (includes Janatorial) 14,238          19,582          7,021             17,562          2,020                      
5345 · Prof. Services - Engineer Rpt 22,400          25,235          14,256          23,296          1,939                      
5350 · Legal Services 115,881        150,000        43,820          100,000        50,000                   
5355 · Property Tax Stormwater Assess 2,359             3,200             2,562             3,200             -                          
5360 · Permits 4,182             6,695             2,300             2,695             4,000                      
5365 · CEQA / PEIR 74,326          50,000          46,312          52,828          (2,828)                    
5375 · Audit +OPEB Actuarial 13,000          26,040          17,976          21,740          4,300                      
5380 · Copier and postage 10,706          16,500          16,165          17,215          (715)                        
5385 · Security and fire alarm 6,110             12,154          4,669             12,154          -                          
5390 · Payroll Service 6,644             6,438             3,259             6,518             (81)                          
5395 · Bank Fees 1,076             1,030             430                1,030             -                          
Total 5300 · ADMINISTRATION 629,082        563,778        217,231        469,379        94,399                   



FY 17-18 FY 18-19 FY 18-19 FY 18-19 FY 18-19
Actual Approved YTD (1/15) Estimated Difference

5400 · INSURANCE
5405 -  Bond for Checking Account -                 
5410 · Liability Insurance - VCJPA 42,743          46,339          47,403          47,403          (1,064)                    
5415 · Auto Physical Damage 768                1,448             1,448             1,448             -                          
5420 · Group Property Program 4,291             4,711             4,628             4,628             83                           
5425 · VCJPA - General Fund Allocation 9,507             9,123             9,112             9,112             11                           
5430 · Group Fidelity 7,014             7,224             7,014             7,014             210                         
5435 · Non-owned Aircraft 4,000             4,120             4,411             4,411             (291)                        
5440 · Retiree Health OPEB Actuarial 1,030             1,030                      
5445 - Business Travel - Every 3 Years 494                -                 -                          
Total 5400 · INSURANCE 68,817          73,995          74,016          74,016          (21)                          

5450 · COMPUTER HARDWARE & SOFTWARE
5455 · IT Consulting - 9,691             28,800          3,285             28,800          -                          
5460 · Computer Hardware 11,083          24,400          7,226             23,000          1,400                      
5465 · Computer Software 9,324             8,896             4,390             8,896             -                          
5470 · Database & Mapping - License 19,645          21,000          5,800             21,000          -                          
5475 · Website Hosting / Microsoft 6,298             8,378             3,341             8,378             (0)                            
Total 5450 · COMPUTER HARDWARE & SOFTWARE 56,041          91,474          24,042          90,074          1,400                      

5500 · FACILITIES MAINTENANCE
5505 · Facility - Repairs & Maint 28,820          30,000          19,299          30,000          -                          
Total 5500 · FACILITIES MAINTENANCE 28,820          30,000          19,299          30,000          -                          

5550 · UTILITIES
5560 · Gas & Electricity - PG&E 25,558          28,840          13,840          28,840          -                          
5565 · Water 8,232             9,270             4,393             9,270             -                          
5570 · Phone - VOIP - MegaPath 5,601             6,000             2,885             6,000             -                          
5575 · Phone - Land Line-AT&T/Comcast 14,789          15,250          8,783             15,250          -                          
5580 · Phone - Mobile Devices-Verizon 19,854          24,500          9,150             24,500          -                          
Total 5550 · UTILITIES 74,034          83,860          39,051          83,860          -                          



FY 17-18 FY 18-19 FY 18-19 FY 18-19 FY 18-19
Actual Approved YTD (1/15) Estimated Difference

5600 · FLEET MAINTENANCE
5610 · Garage Tools 6,367             8,000             4,947             8,000             -                          
5615 · Garage Repairs Outside 6,116             7,000             5,139             7,000             -                          
5620 · Auto, Hotsy, Plug, Boat, Trailer 33,534          22,500          14,388          22,500          -                          
5630 - Ops Equip & Repairs 12,233          15,000          3,440             15,000          -                          
5635- Vehicle Accident Insurance Claims 4,734             10,000          4,504             10,000          -                          
Total 5600 · FLEET MAINTENANCE 62,983          62,500          32,418          62,500          -                          

5700 · OPERATIONS
5705 · Pesticides 193,361        191,323        11,911          191,323        -                          
5715 · Helicopter 25,964          37,000          28,655          37,000          -                          
5720 · Safety Equipment 4,568             6,500             3,499             6,500             -                          
5725 · Apparel - Uniforms & Boots 15,320          17,150          14,015          17,150          -                          
5730 · Mosquito Fish 760                1,550             343                1,550             -                          
5735 · Fuel 45,886          56,650          29,361          56,650          -                          
Total 5700 · OPERATIONS 285,860        310,172        87,783          310,172        -                          

5800 · LABORATORY
5805 · Disease Surveillance 8,939             15,000          2,328             15,000          -                          
5810 · Sentinel Chicken Flocks/Supply 3,684             7,000             1,066             4,500             2,500                      
5815 · Mosquito Blood 2,527             3,360             1,694             3,360             -                          
5820 · Dry Ice 6,731             8,500             2,930             8,500             -                          
5825 · Lab Supplies 6,063             8,500             2,747             8,500             -                          
5830 · Lab Biowaste Disposal 3,087             3,500             1,826             3,500             -                          
5835 · Lab Equip. Repair 492                2,000             965                2,000             -                          
5840 · Lab Equip. Maintenance 872                3,500             -                 3,500             -                          
5845 · Lab PCR Supplies 15,127          27,000          16,509          27,000          -                          
5850 · Lab PCR Maintenance -                 9,500             7,391             9,500             -                          
Total 5800 · LABORATORY 47,523          87,860          37,456          85,360          2,500                      



FY 17-18 FY 18-19 FY 18-19 FY 18-19 FY 18-19
Actual Approved YTD (1/15) Estimated Difference

5900 · PUBLIC OUTREACH
5910 · Media and Network 57,486          61,800          20,478          61,800          -                          
5920 · Promotion & Printing 16,505          12,900          2,195             12,900          -                          
Total 5900 · PUBLIC OUTREACH 73,991          74,700          22,673          74,700          -                          

6000 · CAPITAL IMPROVEMENTS
6010 · Building Improvements (Interior Painting) 30,000          13,988          34,860          (4,860)                    
6020 · Equipment - Operations & Admin 10,189          35,446          4,977             43,446          (8,000)                    
6020 · Vehicles ( Ford Ranger & Lab SUV) 55,351          -                 -                 55,351                   
6025 · Software (Mapvision Update) 12,875          56,000          -                 56,000          -                          
6030 · Vehicle Leases (Prin. & Int.) 19,424          24,840          21,899          34,364          (9,524)                    
6000 · Other Capital Improvement Reserves 70,000          70,000          -                          
Total 6000 · CAPITAL IMPROVEMENTS 42,488          271,637        40,864          238,670        32,967                   

TOTAL EXPENDITURES 4,546,203     5,488,964     2,393,831     4,900,691     588,273                 

NET DIFFERENCE 924,263        19,275          (1,884,794)   803,446        784,171                 













 



 
         Agenda Item 5D 
 
         Date:  February 4, 2019 
 
To:        Finance Committee 
 
From:   Richard Arrow,  
              Interim Finance Director          
    
Re:        Report on Solar Project 
 
 
Background: 
 
At the August 2018 Board meeting, staff reported that the District might be able to save money 
on future utility bills by installing a system of solar panels.  Individual Board members raised 
questions about the cost and feasibility of installing a solar system. Through resources listed on 
the California Special Districts Association website, staff identified Utility Cost Management 
LLC (UCM), a firm which assists government agencies and other large utility customers in 
implementing cost-effective savings solutions (https://www.utilitycostmanagement.com/) 
 
UCM assists buyers in evaluating the potential cost and benefits of a solar installation.  This 
company does not sell solar installations themselves, and are therefore can provide independent 
assistance in evaluating the cost, feasibility, and potential financial benefits of solar installations. 
They have provided assistance to a number of local government agencies in evaluating solar 
proposals.  Their clients include Fresno County, and over 86 cities, including the Cities of Menlo 
Park and Walnut Creek.  As reported at the September 4, meeting of the Finance committee, the 
District Manager hired UCM for $6,400 to do the following  
 
 Analyze the District’s monthly electricity use  over the past 4 years 
 Prepare a cost/benefit analysis for a solar installation 
 Suggest potential locations for solar panels 
 Calculate the potential cost savings that would result from a solar installation and 

estimate the Return on Investment (ROI) for a solar installation  
 Aid the District in drafting a Request for Proposal/Bids for a solar installation 

A copy of the UCM contract is attached. 
 
Updates on our work with UCM were reported to the Board in the Manager’s Report at the 
September, October, and November Board meetings.  The firm completed its report in January 

https://www.utilitycostmanagement.com/


and a copy of their Solar Project Evaluation is attached.  In summary, UCM estimates that the 
District could realize an annual savings of $15,335 in utility costs with the installation of a 54.7 
kW solar system. Over 20 years, the estimated savings would be $306,700. Analysis by UCM 
estimates that a system of this size would cost approximately $3.50 per kW for a total of cost of 
approximately $191,520. UCM estimates the Return on Investment (ROI) of such a system to be 
just over 12 years. 
 
Depending on the projected energy savings, a contract for installation of a rooftop solar system 
could be procured and awarded pursuant to Government Code section 4217.10 et seq., on energy 
conservation contracts. Under these provisions, the contract could be procured pursuant to a 
request for proposals (RFP) process instead of conventional bidding. However, award of the 
contract would be subject to a public hearing and Board finding that the energy savings would 
exceed the cost of the contract. (Govt. Code § 4217.12) 
 
Many factors can affect the long term Return on Investment for a solar installation such as the 
cost of maintaining the system, whether the existing roof can support the weight of solar panels, 
the most optimal location for solar panels.  A more complete picture of exactly what a solar 
installation would cost and the ideal design of a solar energy system, will require evaluating 
actual proposals from local solar equipment providers.  With the assistance of UCM and the 
District’s counsel, staff is preparing a Request for Proposals (RFP), which will be in substantially 
similar form to the attached document, subject to minor revisions by the District's counsel.  Staff 
is seeking the Finance Committee's input on staff's proposal to distribute the RFP to solar 
equipment installers to gather this information.  Proposals submitted in response to the RFP 
would then be brought to the Finance committee and Board to consider for inclusion in next 
year’s Capital budget.   If the decision is made to move ahead with distributing the attached RFP, 
UMC will: 
 Aid the District in evaluating proposals received from potential solar installers 
 During project installation, assist District staff in obtaining information, answering 

questions, and communicating with the selected vendor. 

Action Requested 

Staff is requesting the guidance from the Finance committee on the following 

1) Recommend that the Board issue the RFP to get pricing information for 
determining whether to proceed with a solar installation  

2) Whether to recommend including approximately $200,000 for a solar 
installation in the Capital budget for 2019-20  

 
 
Attachments:  
  

1. Solar Evaluation Prepared by Utility Cost Management LLC 
2. Agreement with UCM for evaluation of solar options 
3. Draft RFP 



SOLAR PROJECT EVALUATION 
 

Executive Summary 

Solar Customer: San Mateo County Mosquito & Vector Control District (SMCMVCD) 

Address: 1351 Rollins Rd., Burlingame, CA 

Project Parameters/Assumptions (Per National Renewable Energy Laboratory- NREL) 

• Array Size: 54.7 kW system 

• Panel Type: Trina Solar, TSM-PD14 320 (May16) (320W) 

• Inverter Type: Sunny Tripower 24000TL-US (SMA) 

• Tracking & Tilt: Fixed Roof Mount with 5-degree tilt 

• Azimuth: Dependent on location 

• Maintenance: Not included for purposes of estimate 

• Shading: Not included 

• Weather Data Location: ID 724940 – SF International Airport 

• Projected usage after lighting retrofit, no solar: 85,559 kilowatt hours (kWh) 

• Total projected generation from solar (year 1): 77,309 kilowatt hours (kWh) 

• Projected electricity offset: 90%

 

Pacific Gas & Electric Charges (PG&E) Before Solar and After 

The projections below consider the new rates and time-of-use (TOU) periods that will go 
into effect most likely in early 2020.  Any solar project installed in the next year should be 
using the new TOU and rates that will go into effect and the RFP that is written will require 
the solar vendors to do so. 

PG&E estimated annual cost without solar installation (electricity only) 

$18,522 

PG&E estimated annual cost with solar installation applicable rate schedule 

$3,187 

 

UCM projects an annual savings of $15,335 with the installation of a 54.7 kW solar system.  
Over 20 years the estimated savings will be $306,700.  The question is the cost of the actual 
system.  Right now, we are estimating a system of this size to be approximately $3.50 per 
watt for a total of cost of $191,520.  At this cost, we are estimating the ROI to be just over 12 
years.   

There are many factors involved with a solar installation that can affect the ROI.  Items such 
as maintenance costs, roofing upgrades, shading issues, etc.  At this point it’s premature to 
include those estimated costs, but we will require each vendor to include maintenance and 
other losses associated with solar generation in their proposals.   
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Request for Proposal 
 
I. Introduction 
 
The San Mateo County Mosquito and Vector Control District (“District”) is soliciting proposals 
from a qualified contractor (“Contractor”) to design and build a rooftop solar photovoltaic system 
(“PV System”) with a possibility of battery storage at 1351 Rollins Road, Burlingame, CA.   
 
San Mateo County Mosquito and Vector Control District uses an integrated pest management 
strategy to safeguard the health and comfort of the residents of San Mateo County. Our service 
area includes the entirety of San Mateo County.   
 
San Mateo County Mosquito and Vector Control District is an independent special district, which 
means it is a type of local government that delivers specific services to citizens within its 
boundaries under the guidance of its own Board of Trustees. The Board of Trustees for the District 
consists of one resident from each city, appointed by their respective City Council, along with one 
member appointed by the County Board of Supervisors, to govern the Mosquito and Vector 
Control District knowledgeably and effectively. Trustees serve for a term of two or four years and 
are highly dedicated to this community service. 
 
1351 Rollins Road has three separate buildings that provide administration, garage maintenance 
and various other functions. 
 
The District plans to pay for the project outright, and seeks to evaluate options to determine the 
combination of electricity generation and battery storage that best meets its needs.  Successful 
responses to this RFP will not only demonstrate a firm’s experience and qualifications in 
completing similar projects, but will also utilize all available strategies and resources to minimize 
the District’s electricity costs, while simultaneously maximizing backup electricity capacity. 
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II. General Conditions 
 

A. Contractor is responsible for reviewing and understanding all terms of this RFP.  
Failure to thoroughly examine or request clarification on RFP terms may result in 
disqualification. 

B. Any bid may be withdrawn at any time prior to the due date with a written request 
signed by the authorized Contractor representative.  Revised proposals may be 
submitted up to the original due date/time. 

C. Issuance of this RFP and receipt of proposals does not commit District to move 
forward with an award or complete the project described.  District reserves the right 
to postpone the RFP award process, to accept or reject any or all proposals received 
in response to this RFP, and to modify the scope of the project at any time. 

D. An award under this RFP may not be based solely on the lowest price, but will be made 
to Contractor with the best overall value proposal.  The successful proposal will meet 
the project site design guidelines and provide service level acceptable to District. 

E. Bid proposals shall remain valid for 60 days after private opening of the proposals.  If 
District decides to move forward with a certain bid, contract will be executed within 
the 60-day time frame, or Contractor will be allowed to revise pricing. 

F. Upon award, Contractor will secure all appropriate licenses to complete the scope of 
work in this RFP. 

G. Proposals must meet insurance requirements as described in Section VII 
H. Successful bidder must provide performance bonds to ensure successful completion 

of project. 
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III. RFP Schedule 
 
The schedule for this RFP is indicated below.  It may be modified at the discretion of District.  An 
addendum will be issued in the event of any scheduling changes. 
         

RFP Advertised/Released January 18, 2019 
Site Walks Performed January 28 through February 1, 2019 
Requests for Information (RFIs) Due February 15, 2019 
Answers to RFIs Distributed February 22, 2019 
Notice of Intent to Submit Proposal March 4, 2019 
Proposal Due March 22, 2019 
Notice of Intent to Award March 10, 2019 
Fully Executed Contract March 15, 2019 
Project Notice to Proceed March 19, 2019 

 
A. Site Walks – Respondents wishing to perform an on-site inspection of the 1351 Rollins 

Road buildings may schedule visits by contacting Brian Weber, Asst. District Manager by 
January 23, 2019.   
 

B. Requests for Information (RFI’s) – Please submit questions via email to Richard Arrow 
rarrow@smcmvcd.org by February 15, 2019.  Responses to questions will be shared with 
all bidders. 
 

C. Notice of Intent to Submit Proposal – Respondents must present their notice of intent to 
submit a proposal via email to rarrow@smcmvcd.org by March 4, 2019 to ensure receipt 
of all addendums and other project documents.  Addendums to this RFP based on 
submitted technical questions, along with changes to the proposal schedule, will be 
issued via email to all respondents who have submitted a Notice of Intent to Submit 
Proposal. 
 

D. RFP Submission Guidelines – Please submit proposals electronically via email to 
rarrow@smcmvcd.org or via thumb drive mailed to 1351 Rollins Rd. Burlingame, CA 
94010. 
 

E. Selection Process – Depending on the number and quality of the proposals received, 
District reserves the right to either select a vendor or to shortlist two to three companies.  
Shortlisted companies will be asked to meet with District to present their proposal to the 
decision team and answer any outstanding questions. 
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IV. Project Description 
 
The project will consist of the following elements:  
 

A. Solar Energy System 
 
The District’s headquarters building receives electricity service through one Pacific Gas & Electric 
(“PG&E”) meter at 208 volts, and is currently served on rate schedule “A10-TOU”.   
Billing data for the electric account is included as “Attachment 1” to this RFP.  The data is in an 
excel format and provides 15-minute interval data for one year.   
 
Contractor should propose a solar energy system that, maximizes District’s savings under the 
appropriate PG&E “Net Energy Metering” regulations and applicable rate schedules.   
 
The solar energy system will be installed on the roof of one of the three buildings at the site.  
Most likely where the garage is located.  Electrical drawings for the building are included as 
“Attachment 2” to this RFP.  It is expected that Contractor will assess the roof’s condition, 
structural integrity, and ability to safely accommodate the PV System.  District would like the roof 
to be in excellent condition prior to the installation of the PV System, so Contractor should 
include in its response an assessment of the roof condition, the recommended repairs (if any), 
and whether Contractor is qualified to perform the repairs on a time and material basis. 
In addition, Contractor should design PV System so that: 
 

a. Mounting system shall limit roof penetrations.  Mounting system design needs to 
meet applicable local building code requirements with respect to weather and 
earthquake factors. 

b. Conduit penetrations shall be minimized. 
c. System shall be fixed tilt with an orientation that maximizes annual electricity savings. 
d. All roof access shall be securely locked at the end of each day. 
e. System layout shall meet local fire department, code and ordinance requirements for 

roof access. 
 

B. Energy Storage 
 
Because the District provides public services, it seeks the ability to maintain uninterrupted 
operation of the administration building in the event of a power outage.  In the event of an 
outage, energy storage should immediately restore power and maintain service at 20-25 
kilowatts for two to four hours as needed.  
 
The energy storage (as well as the solar energy system) must be interconnected and fully 
integrated with the PG&E grid. 
 
To improve the economic return on District’s energy storage investment, Contractor should 
consider whether battery power can be used to reduce District’s electricity costs, by shifting load 
away from “on-peak” periods, reducing maximum demand or on-peak demand, or through 
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“demand response” programs such as “Critical Peak Pricing”.  If it is possible to use the battery 
storage to reduce electricity charges while simultaneously maintaining its readiness to provide 
backup power during outages, then Contractor should describe how the battery storage will be 
used, and quantify the financial impact of such use. 
 

C. Ongoing Maintenance & Monitoring of System 
 
Contractor should describe the maintenance required to ensure that the solar energy system and 
energy storage continue to operate efficiently during the useful life of the equipment, and should 
quantify the ongoing costs that District may incur for this maintenance.   
 
Contractor should describe how the performance of the solar energy system and energy storage 
will be monitored to ensure that District is realizing the anticipated benefits, and should quantify 
the ongoing costs that District may incur for the monitoring of the system. 
 

D. Financial Structure 
 
The District has allocated sufficient funds for the purchase of the PV System and battery storage, 
and therefore does not require proposals to offer financing options or power purchase 
agreements.  Proposed Contractor fees for ongoing maintenance should be provided separately, 
as a fixed amount per year, and will not be paid from the funds that the District already has set 
aside.  
 

E. Exhibits for Project in Dropbox 
a. Dropbox link:  

https://www.dropbox.com/sh/i8oll5bunzhk1r5/AAD17GsHRNGc3Op_0cOytxDUa?dl=0  
i. Interval data 

ii. Electrical plans 
iii. Map of Solar Panel Locations 

  

https://www.dropbox.com/sh/i8oll5bunzhk1r5/AAD17GsHRNGc3Op_0cOytxDUa?dl=0
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V. Proposal Format 
 
Please include the following sections in your proposal submittal in the following order: 
 

A. Cover/Transmittal letter:  Cover letter must be addressed to District and signed by a 
legally authorized representative of Contractor.  Cover letter must summarize key 
provisions of the proposal and must include name, address, phone and email of the 
Contractor contact. 

 
B. Executive Summary:  Include key provisions of the proposal, including understanding of 

District goals, pricing, brief description of proposed system, relevant experience of 
Contractor, and key timeline dates. 
 

C. Company Profile:  Years in business, description of company background, applicable state 
licensing, OSHA background and safety protocol, insurance, and quality assurance/quality 
control documentation. 
 

D. Project Experience:  Include projects completed in the last three years similar in scope 
and size to the proposed project.  Include project name, system size, battery storage 
capacity, location, and brief 2-3 sentence description.  Highlight permitting and 
interconnection experience with PG&E. 
 

a. References:  Provide three project references with direct phone numbers. 
 

E. Project Team:  Organization chart and bios of key team members, capability to perform 
work.  Please profile only individuals that will directly be working on this project.  Clearly 
identify the project manager. 
 

F. Technical Solution/Scope of Work:  Describe your technical approach to the design and 
construction of the solar project including: 

a. Technical Approach 
i. Design 

ii. Equipment Installation 
1. Panel, inverter and racking specifications 
2. Equipment and workmanship warranties 

b. Exhibits showing proposed layouts and system single line diagram 
c. Report indicating electricity production of the PV System, and backup generation 

capabilities of battery storage 
d. Description of how battery storage will be used to reduce electricity costs, if 

applicable 
e. Projected 20-year financial performance of system 
f. Proposed monitoring system/solution 
g. Maintenance plan offered for the project 
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G. Production Guarantee:  Describe the guaranteed level of year-1 PV System electricity 
generation, as well as any guaranteed level of year-1 reduction in PG&E charges.  Specify 
the forecasted reduction in generation and savings for 20 years, and proposed remedies 
if system does not meet anticipated targets. 
 

H. Proposed Schedule:  Identify key project milestones and include any review periods for 
District. 
 

I. Two separate proposals; one with battery storage and one without. 
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VI. Evaluation Criteria 
 
District will evaluate proposals according to the evaluation criteria below.  Once a preferred 
vendor is selected based on this step, District will begin negotiating a contract with that vendor.  
Points will be awarded based on the relative merit of the information provided in the response 
to the solicitation.  Selection based on the total number of points awarded by the evaluation 
committee. 
 

• Proposal Cost Effectiveness 35 points 
• Technical Approach/Implementation Schedule 30 points 
• Company Qualifications/Project Experience 20 points 
• Project Team, Experience and Approach 15 points 

 
District may elect to conduct interviews with selected respondents to ask questions or for more 
detail on the proposed project.  District reserves the right to seek supplemental information from 
any respondent at any time after official proposal opening and before award.  This will be limited 
to clarification or more detail on information included in the original proposal.  Upon acceptance 
of a proposal and intent to award, the successful respondent will be requested to execute and 
return all required project documents and certificates of insurance within 21 days from the 
Notice of Award.  Should the selected firm fail or refuse to execute the project documents, 
District reserves the right to accept the proposal of the firm offering the next best value to 
District. 
  



San Mateo County Mosquito & Vector Control District RFP# 011118SES 
 

 

9 
 

VII. Indemnification 
 

Contracts executed pursuant to this RFP will require the selected consultant to defend (by 
counsel reasonably satisfactory to District), indemnify and hold harmless the District, its officers, 
its Board of Trustees and its employees, from and against all liability, claims, and demands, on 
account of any injury, loss, or damage, which arise out of or are connected with the consultant’s 
performance of the contract, if such injury, loss, or damage, or any portion thereof,  is caused by, 
or claims to be caused by, the negligent act, omission, or other fault of the consultant or any 
subcontractor of the consultant, or any officer, employee, or agent of the consultant or any 
subcontractor, or any person for whom the consultant is responsible.  
 
Indemnity for Professional Liability: When the law establishes a professional standard of 
care  for  Consultant’s  Services,  to  the  fullest  extent  permitted  by  law,  Consultant  shall 
indemnify, protect, defend, and hold harmless Agency and any and all of its officials, employees 
and agents (“Indemnified Parties”) from and against any and all losses, liabilities, damages, costs, 
and expenses, including legal counsel’s fees and costs to the extent same are caused in whole or 
in part by any negligent or wrongful act, error, or omission of Consultant, its officers, agents, 
employees, or Subconsultants (or any Agency or individual that Consultant shall bear the legal 
liability thereof) in the performance of professional services under this agreement. 
 
Indemnity for Other Than Professional Liability:  Other than in the performance of professional 
services and to the full extent permitted by law, Consultant shall indemnify, defend, and hold 
harmless Agency, and any and all of its employees, officials and agents from and against any 
liability (including liability for claims, suits, actions, arbitration proceedings, administrative 
proceedings, regulatory proceedings, losses, expenses or costs of any kind, whether actual, 
alleged or threatened, including legal counsel’s fees and costs, court costs, 
interest,  defense  costs,  and  expert  witness  fees),where t h e  s a m e  a r i s e  o u t  o f , are a  
consequence of, or are in any way attributable to, in whole or in part, the performance of this 
Agreement by Consultant or by any individual or Agency for which Consultant is legally liable, 
including, but not limited to, officers, agents, employees, or subcontractors of Consultant.  
 

VIII.  Insurance 
 
The contract shall also require the selected consultant to carry the following minimum amounts 
of insurance, or such amounts as the District shall require: 

Such insurance shall include: 

• Commercial General Liability  $2,000,000 per occurrence 
•  Automobile Liability   $2,000,000 per accident  
•  Workers' Compensation   Statutory limits  

 

Said insurance will be required to be maintained in full force and effect during the term of the 
contact. 



 
         Agenda Item 5F 
 
         Date:  February 4, 2019 
 
To:        Finance Committee 
 
From:   Richard Arrow,  
              Interim Finance Director          
    
Re:        Taxability of Board of Trustee Stipends 
 
Discussion: 
 
In December of last year, a Board member questioned the necessity for issuing W-2 forms for the board 
of trustee stipend.  Payment of this stipend is authorized under the California Health and Safety code 
section 2030 as reimbursement to Board members for travel and incidental expenses they incur in the 
performance of their duties.  Under the Health and Safety Code, Board members can be reimbursed for 
actual and necessary expenses or, the Board may by resolution, provide for an allowance not to exceed 
$100 per month.  This District has passed a resolution to pay Board members $100 per month The Board 
secretary position may receive an additional amount as determined by the governing body.  Currently, 
the Board Secretary receives an extra stipend of $100 per month. 
 
While the California Health and Safety Code is silent on the taxability of these payments, it is required to 
comply with provisions of the Federal Internal Revenue Service (IRS) Code. The IRS Code states that any 
pay provided to an employee for services performed is considered taxable income, except those 
payments that are specifically excluded in that code).The IRS considers officers and elected officials to 
be employees (see attached).  Under the IRS code, business expense reimbursements may be excluded 
from taxable income.  How reimbursements for business expenses is reported to the IRS depends on 
whether they are paid pursuant to an “accountable” or “nonaccountable” plan.  Amounts paid under 
and accountable plan are not wages and are not subject to income, social security, Medicare and FUTA 
tax withholding. 
 
 The following is a list of requirements to be considered an “Accountable” Plan 
 
 Employees must have paid or incurred deductible expenses while performing service as an 

employee. 
 Employees must substantiate these expenses within a reasonable period of time. 
 Employees must return any amounts in excess of substantiated expenses within a reasonable 

period of time. 



 To be considered an “Accountable “ plan, per diem or other fixed allowance must not exceed 
rates published by the U.S. General Services Administration.  If the per diem or allowance 
exceeds the amounts substantiated, the excess must reported as wages. Currently the rate for 
San Mateo/Foster City/Belmont is $66 per day. 

The District is currently paying trustee stipends under a nonaccountable plan.  Nonaccountable plan 
expense reimbursements are subject to income tax withholding and payment of Social Security, 
Medicare, and Federal Unemployment Tax Act (FUTA) taxes is required. 
 
Under the current process of paying trustee stipends, the District reports all trustee stipends as taxable 
wages subject to all required Federal and State Taxes.  In considering this process this process, the Board 
has the following alternatives: 
 
Alternatives: 
 

1) Continue the current practice of including all Board Stipends as taxable wages subject to 
required withholding of Federal and State Taxes.   

2) Establish an accountable plan whereby all Board members must submit monthly receipts for all 
expenses associated carrying out Board duties as business expenses to the Finance Department.  
Any amounts not substantiated would be considered taxable income. 

3) Consider establishing an accountable plan with a per diem reimbursement using the U.S. 
General Services Administration (GSA) rate (currently $66 per day). Any amount in excess of the 
GSA amount would be included as taxable wages.  

 
Attachments:  
1. Section 2030 from California Health & Safety Code 
2.  Business Expense Reimbursement Excerpts from IRS Tax Code - Business Expense Reimbursement  
3.  FY 2019 Per Diem Rates for California 
4.  IRS Definition of “employee” 

 



 
 
       Agenda Item 5F 

State of California 
 

HEALTH AND SAFETY CODE 

Section 2030 
 
 

2030. (a) The members of the board of trustees shall serve without compensation. 
(b) The members of the board of trustees may receive their actual and necessary 

traveling and incidental expenses incurred while on official business. In lieu of paying 
for actual expenses, the board of trustees may by resolution provide for the allowance 
and payment to each trustee a sum not to exceed one hundred dollars ($100) per month 
for expenses incurred while on official business. A trustee may waive the payments 
permitted by this subdivision. 

(c) Notwithstanding subdivision (a), the secretary of the board of trustees may 
receive compensation in an amount determined by the board of trustees. 

(d) Reimbursement for these expenses is subject to Sections 53232.2 and 53232.3 
of the Government Code. 

(Amended by Stats. 2005, Ch. 700, Sec. 8. Effective January 1, 2006.) 

 
 

STATE OF CALIFORNIA 

AUTHENTICATED 
ELECTRONIC LEGAL MATERIAL 
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Tax Withholding for Government Workers 

In most cases, individuals who serve as public officials are government employees. Therefore, the government entity is 

responsible for withholding and paying Federal income tax, social security and Medicare taxes. They must also issue a Form W-

2, Wage and Tax Statement, to a public official. These facts and relevant examples are discussed in detail in Publication 15-A, 
and on the Independent Contractor or Employee? page. 

Public Officials, Elected Officials and Public Officers 

Internal Revenue Code section 3401(c) indicates that an "officer, employee, or elected official" of government is an employee 

for income tax withholding purposes. However, in some special cases the law or a Section 218 Agreement may specify 

otherwise. 

The courts generally define "public official" and "public officer" to mean anyone who exercises significant authority pursuant to 

public laws. This includes any official who administers or enforces public laws whether the public elected the individual or an 

office appointed them. 

Regulations for section 1402, addressing the applicability of self-employment tax, indicate that performance of the functions of 

a public office does not constitute a trade or business. Therefore, holders of "public office" are not subject to self-employment 

tax. An exception applies for certain public officials paid solely on a fee basis (see below). All other holders of public office, paid 

on a salary basis, are excepted from self-employment tax and are presumed to be employees receiving wages. 

Definition of "Public Office" 

The following facts indicate that an office is a "public office": 

• The constitution, legislation, or a municipality or other body with authority conferred by the legislature created the office

• The office was delegated a portion of the powers of a government body

• Legislative authority or law defined, either directly or indirectly, the powers conferred and the duties to be discharged by 

the office

Section 218 Agreement Common-law rules 

• Government Worker Classification

• The office performs its duties independently and without control of a superior power other than the law

• The office has some permanency and continuity

• The officer takes an official oath

Examples of public officers include: 

• President and the vice president

• Governor or mayor

• Secretary of state

• A member of a legislative body such as a state legislature, county commission, city council, school board, utility or hospital
district

• A judge, a justice of the peace, a county or city attorney, a marshal, a sheriff, a constable and a registrar of deeds

• Tax collectors and assessors

• Members of advisory boards and committees like boards of education, water boards and other boards and commissions

If there is not any authority in a public law to hire or elect an individual to fill a position, a determination must be made about 

the employment status of that position under the general common-law rules. 

Fee-Basis Officials 

A fee-basis public official receives and retains remuneration directly from the public. This work is considered self-employment 
under IRC 1402(c)(2)(E) and these individuals are not employees with respect to this work. An official who receives salary, even 

if it's called "fees," is a common-law employee and is subject to social security and Medicare withholding. Fee-basis public 

officials are subject to self-employment tax. 

A position compensated by salary and fees is considered a fee-basis position if the fees are the principal source of 

compensation, unless a state law provides that a position for which any salary is paid is not a fee-basis position. A Section 218 

Agreement may provide an exclusion from social security tax for individuals. 

Emergency Workers 

Individuals hired on a temporary basis in case of fire, storm, snow, earthquake, flood or other emergencies are excluded from 

social security and Medicare under IRC 3121(b)(7)(F)(iii}. This does not include permanent employees, both full time and part 
time, who work regularly in response to emergencies; these individuals are subject to social security and Medicare if they are 

common-law employees. 

https://www.irs.gov/government-entities/federal-state-local-governments/tax-withholding-for-government-workers 

Related Topics 

• Publication 15-A

• Publication 963, Federal-State

Reference Guide

• Section 218 Agreements and Social

Security Coverage

• Independent Contractor Self
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• Governmental Information Letter
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click on the Register link under Business Services Online. 
Follow the registration instructions to obtain a user identifi
cation (ID) and password. You'll need to provide the fol
lowing information about yourself and your company. 

• Name.

• SSN.

• Date of birth.

• Type of employer.

• EIN.

• Company name, address, and telephone number.

• Email address.

When you have completed the online registration proc
ess, the SSA will mail a one-time activation code to your 
employer. You must enter the activation code online to 
use SSNVS. 

5. Wages and Other

Compensation

Wages subject to federal employment taxes generally in
clude all pay you give to an employee for services per
formed. The pay may be in cash or in other forms. It in
cludes salaries, vacation allowances, bonuses, 
commissions, and fringe benefits. It doesn't matter how 
you measure or make the payments. Amounts an em
ployer pays as a bonus for signing or ratifying a contract in 
connection with the establishment of an employer-em
ployee relationship and an amount paid to an employee 
for cancellation of an employment contract and relinquish
ment of contract rights are wages subject to social secur
ity, Medicare, and FUTA taxes and income tax withhold
ing. Also, compensation paid to a former employee for 
services performed while still employed is wages subject 
to employment taxes. 

More information. See section 6 for a discussion of tips 
and section 7 for a discussion of supplemental wages. 
Also, see section 15 for exceptions to the general rules for 
wages. Pub. 15-A provides additional information on wa
ges, including nonqualified deferred compensation, and 
other compensation. Pub. 15-8 provides information on 
other forms of compensation, including: 

• Accident and health benefits,

• Achievement awards,

• Adoption assistance,

• Athletic facilities,

• De minimis (minimal) benefits,

• Dependent care assistance,

• Educational assistance,

• Employee discounts,

• Employee stock options,

• Employer-provided cell phones,

Publication 15 (2018) 

• Group-term life insurance coverage,

• Health savings accounts,

• Lodging on your business premises,

• Meals,

• No-additional-cost services,

• Retirement planning services,

• Transportation (commuting) benefits,

• Tuition reduction, and

• Working condition benefits.

Employee business expense reimbursements. A re
imbursement or allowance arrangement is a system by 
which you pay the advances, reimbursements, and 
charges for your employees' business expenses. How you 
report a reimbursement or allowance amount depends on 
whether you have an accountable or a nonaccountable 
plan. If a single payment includes both wages and an ex
pense reimbursement, you must specify the amount of the 
reimbursement. 

These rules apply to all ordinary and necessary em
ployee business expenses that would otherwise qualify for 
a deduction by the employee. 

Accountable plan. To be an accountable plan, your 
reimbursement or allowance arrangement must require 
your employees to meet all three of the following rules. 

1. They must have paid or incurred deductible expenses
while performing services as your employees. The re
imbursement or advance must be payment for the ex
penses and must not be an amount that would have
otherwise been paid to the employee as wages.

2. They must substantiate these expenses to you within
a reasonable period of time.

3. They must return any amounts in excess of substanti
ated expenses within a reasonable period of time.

Amounts paid under an accountable plan aren't wages 
and aren't subject to income, social security, Medicare, 
and FUT A taxes. 

If the expenses covered by this arrangement aren't 
substantiated (or amounts in excess of substantiated ex
penses aren't returned within a reasonable period of time), 
the amount paid under the arrangement in excess of the 
substantiated expenses is treated as paid under a nonac
countable plan. This amount is subject to income, social 
security, Medicare, and FUTA taxes for the first payroll pe
riod following the end of the reasonable period of time. 

A reasonable period of time depends on the facts and 
circumstances. Generally, it is considered reasonable if 
your employees receive their advance within 30 days of 
the time they incur the expenses, adequately account for 
the expenses within 60 days after the expenses were paid 
or incurred, and return any amounts in excess of expen
ses within 120 days after the expenses were paid or incur
red. Also, it is considered reasonable if you give your em
ployees a periodic statement (at least quarterly) that asks 
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