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August 12, 2012

SUBJECT: 
INSTRUCTIONS FOR SUBMITTING DEPARTMENT OF JUSTICE (DOJ) COUNTY CHANGES
BACKGROUND
Due to policies in the Case Management Information and Payrolling System II (CMIPS II), county users may not have access to allow them to make changes to the DOJ county of In-Home Support Services Provider applicants.  These changes must be forwarded to CDSS for completion. 
If an applicant has not yet begun the fingerprinting process when the change in counties occurs and both counties involved have converted to CMIPS II, county staff can make the change themselves. If the provider application was in process during conversion or one of the counties involved has not converted to CMIPS II, the case will need to be referred to CDSS in order for the change to be completed. 
The attached document details the process for submitting DOJ County changes to CDSS.
Sincerely,

The California Department of Social Services


Submit via: Email - CMIPSII-Requests@dss.ca.gov
Email Subject Line: DOJ County Change – Provider Last Name, First Initial
Requires Supervisor Approval: No
Required Information:
The email sent to CDSS must include the following information. 

1. Provider Name

2. Provider Number

3. Incorrect DOJ County

4. Correct DOJ County
If any of this information is missing from the email, you will be notified via email which information is missing. Reply to the email with the information requested. It will not be necessary to resubmit.
If you have further questions or require additional assistance, please contact CDSS at (916)551-1003 or by email at CMIPSII-requests@dss.gov
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