
 
 
 
 
 
 

 

    
 
 
 
January 30, 2009     
 
 
 
TO:  ALL COUNTY FISCAL OFFICERS 
  ALL COUNTY WELFARE DIRECTORS 
 
 
SUBJECT: FISCAL YEAR (FY) 2009-10 COUNTY ADMINISTRATIVE BUDGET PLAN FOR 

SOCIAL SERVICES PROGRAMS 
 
 
In accordance with the provisions of Chapter 75, Statutes of 2006 (AB 1808), the California 
Department of Social Services (CDSS), in consultation with the County Welfare Directors 
Association (CWDA), developed a survey instrument in FY 2007-08 to capture the costs of 
county administration of human services programs for preparation of the Budget.  This year’s 
survey tool is based on the FY 2008-09 survey tool submitted by the Counties and incorporates 
minimal changes to provide some clarification.  Changes to the FY 2009-10 survey tool include: 
 

  Updated Excluded Premise Items for FY 2009-10  
   
This package includes all the necessary information to complete your county’s proposed 
administrative budget for FY 2009-10.  Included in this package are the instructions and 
worksheets that are to be used to prepare the proposed budgets for the following programs: 
 

  CalWORKs Eligibility Basic 
  CalWORKs Employment Services Basic 
  Non-Assistance Food Stamp Administration 
  Child Welfare Services Basic Costs 
  Foster Care Administration 
  In-Home Supportive Services Basic Costs 

 
Attached to this letter is a table of contents listing the documents necessary for completion of the 
county administrative budget plan worksheets.   
 
For your convenience, CDSS is also providing the worksheets and associated instructions that 
were created by CWDA to assist the counties in the completion of the budget worksheets.  The  
CWDA worksheets should be used in the compilation of data from the County Expense Claim 
required to complete the budget worksheets. 
 
 
 
 
 
 



 
All County Fiscal Officers 
All County Welfare Directors 
Page Two 
 
      
 
Completed budget worksheets are due to CDSS by March 2, 2009.  Please submit your 
completed package of worksheets via email to the analyst assigned to your county (as 
listed on Attachment I included in the instruction package). 
 
If you have any questions regarding the completion of the budget worksheets, please contact the 
CDSS analyst assigned to your county.  Questions related to the CWDA worksheets should be 
directed to the specific contacts identified on the CWDA Cost-of-Doing-Business Worksheet 
Instruction package (Attachment C). 
 
Sincerely, 
 
Original Document Signed By: 
 
FRAN MUELLER, Chief 
Financial Management and Contracts Branch 
 
c:   CWDA 
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1. County Administrative Budget Plan Worksheet Instructions (Attachment A): 
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  CalWORKs Eligibility Basic 
  CalWORKs Employment Services Basic 
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2. County Administrative Budget Worksheets (Attachment B) 
www.dss.cahwnet.gov/lettersnotices/entres/getinfo/coletters/countyletter09.10/2009‐10 CODB 
Survey ATTACHMENT B.xls 

 
3. CWDA Cost-of-Doing-Business (CODB) Worksheet Instructions (Attachment C) 

www.dss.cahwnet.gov/lettersnotices/entres/getinfo/coletters/countyletter09.10/2009‐10 CODB 
Survey ATTACHMENT C.pdf 

4. Supplemental CWDA CODB Worksheets (to support completion of the County 
Administrative Budget Worksheets) – (Attachment D): 
www.dss.cahwnet.gov/lettersnotices/entres/getinfo/coletters/countyletter09.10/2009‐10 CODB 
Survey ATTACHMENT D.xls 

 
  CalWORKs Eligibility Basic 
  CalWORKs Employment Services Basic 
  Non-Assistance Food Stamp Administration 
  Child Welfare Services Basic Costs  
  Foster Care Administration 
  In-Home Supportive Services Basic Costs 

 
     * For counties using the Orange County template the following resources are attached: 

 
o    Attachment D-2 – Back-up data file for data being pulled off of your County Expense Claim 

using the VLOOKUP tool.   
www.dss.cahwnet.gov/lettersnotices/entres/getinfo/coletters/countyletter09.10/2009‐
10 CODB Survey ATTACHMENT D‐2.xls 

www.dss.cahwnet.gov/lettersnotices/entres/getinfo/coletters/countyletter09.10/attchA.pdf
www.dss.cahwnet.gov/lettersnotices/entres/getinfo/coletters/countyletter09.10/2009-10 CODB Survey ATTACHMENT B.xls
www.dss.cahwnet.gov/lettersnotices/entres/getinfo/coletters/countyletter09.10/2009-10 CODB Survey ATTACHMENT B.xls
www.dss.cahwnet.gov/lettersnotices/entres/getinfo/coletters/countyletter09.10/2009-10 CODB Survey ATTACHMENT C.pdf
www.dss.cahwnet.gov/lettersnotices/entres/getinfo/coletters/countyletter09.10/2009-10 CODB Survey ATTACHMENT D.xls
www.dss.cahwnet.gov/lettersnotices/entres/getinfo/coletters/countyletter09.10/2009-10 CODB Survey ATTACHMENT D-2.xls


o    VLOOKUP – Instructions on how to use the VLOOKUP tool on Excel to pull necessary data 
off of your County Expense Claim to complete the survey.  
www.dss.cahwnet.gov/lettersnotices/entres/getinfo/coletters/countyletter09.10/VLOOK
UP _2_.pdf 

o    Converting Fox Pro Files – Instructions on how to convert Fox Pro files to Excel to enable 
to the use of the VLOOKUP tool. 

www.dss.cahwnet.gov/lettersnotices/entres/getinfo/coletters/countyletter09.10/Conver
ting FoxPro Files to Excel.pdf 

www.dss.cahwnet.gov/lettersnotices/entres/getinfo/coletters/countyletter09.10/VLOOKUP _2_.pdf
www.dss.cahwnet.gov/lettersnotices/entres/getinfo/coletters/countyletter09.10/Converting FoxPro Files to Excel.pdf
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Instructions to Complete Budget Worksheets for 
CalWORKs Eligibility 

FY 2009-10 
 
These are the instructions for completing the budget worksheets associated with CalWORKs 
Eligibility.  Information provided by the counties will be used to assist CDSS in developing an 
estimate of the FY 2009-10 basic administrative budget for costs associated with CalWORKs 
Eligibility.  The instructions are arranged in the same sequence as listed on the corresponding 
worksheet.   
 
The completed form is to be submitted electronically to CDSS by e-mailing the analyst assigned to 
your county per Attachment I (see Attachment I on page 17 for the county assignment sheet).  All 
questions regarding the requested information should be addressed to your county’s CDSS 
assigned analyst.  . 
 
NOTE: HIGHLIGHTED CELLS CONTAIN FORMULAS AND SHOULD NOT BE MODIFIED. 
 
Average Number of CalWORKs Cases per Month:  Enter your county number for FY 2007-08 
found on the CalWORKs Cash Grant Caseload Movement Report (CA 237 CW).  This caseload 
should consist of the sum of the following portions of this report:  Line 8a – Cases receiving cash 
grants (Cells 59-63). 
 
Eligibility Worker and Supervisors:  Enter the average monthly compensation for FY 07-08, for 
the first two quarters of FY 08-09, for the projected average for the last two quarters of FY 08-09, 
and the projected average for FY 09-10.  This includes the compensation for CalWORKs Eligibility 
workers and first line supervisors.  Please ensure that the figure listed on this form is presented as 
average monthly compensation and includes both salary and benefits.   
 
Actual/County Authorized FTEs:  Enter the average number of FTEs that were staffed by your 
county in FY 07-08, that were staffed in the first two quarters in FY 08-09, the projected staff for the 
last two quarters of FY 08-09, and the projected number of authorized FTEs for FY 09-10.   
Projected FTEs should only be based on actual staffing as currently authorized by your county. This 
should include those FTEs that time study to the following codes:  2041, 2261, 2631, 2691, 2781, 
2931, 6101, 6141, 6151, 6161, 6181, 6631, 6641, and 6651.  Any increases in authorized staffing 
should be explained in detail on the supplemental information Budget Worksheet III. 
 
Welfare Fraud Investigators (WFI):  For these categories, please enter the average monthly 
compensation for FY 07-08, for the first two quarters of FY 08-09, for the projected average for the 
last two quarters of FY 08-09, and the projected average for FY 09-10.  Enter the average number 
of WFI FTEs that were staffed by your county in FY 07-08, the first two quarters in FY 08-09, the 
projected staff for the last two quarters of FY 08-09, and the projected number of authorized FTEs 
for FY 09-10.  Projected FTEs should only be based on actual staffing currently authorized by your 
county.  This should include those FTEs that time study to the following codes:  3011, 3051, and 
3401.  Any increases in authorized staffing should be explained in detail on the supplemental 
information Budget Worksheet III. 
 
Also, on Budget Worksheet III please indicate which officers are armed, unarmed, investigator 
assistants, and supervisors. 
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District Attorney (DA) Contract/Prosecution Costs:  Enter the actual number of DA fraud 
investigators contracted for in FY 07-08, FY 08-09, and projected for in FY 09-10.  Enter the actual 
contracted costs for investigations and prosecution for FY 07-08, FY 08-09, and projected for in  
FY 09-10.  Please identify the investigation costs from the prosecution costs on the supplemental 
information worksheet.  Any increases in costs should be explained in detail. 
 
Clerical and Administrative:  Enter the average monthly compensation for FY 07-08, for the first 
two quarters of FY 08-09, for the projected average for the last two quarters of FY 08-09, and the 
projected average for FY 09-10.  Enter the average number of FTEs that were staffed by your 
county in FY 07-08, that were staffed in the first two quarters in FY 08-09, the projected staff for the 
last two quarters of FY 08-09, and enter the number of clerical and administrative FTEs authorized 
for FY 09-10.  Projected FTEs should only be based on actual staffing currently authorized by your 
county.  
 
Other Operating Support (Overhead) Costs:  There are two categories of information listed in this 
section.  Please present the information as it is listed on the form (allocated or direct) and specific to 
the program worksheet that is being completed.  This information should include operating costs, 
purchase of services, space, travel, etc.  Do not include costs for services to clients.  Do not include 
staff development (training) costs.  Costs for travel to training, rent for training facilities, etc., are 
acceptable as normal overhead costs.  One-time costs such as moving expenses, car purchases, 
etc., should be explained separately on Budget Worksheet III, as these costs should not be 
considered part of the “base cost”. 
 
Electronic Data Processing (EDP) Costs:  List EDP costs as either direct or allocated.  These 
costs should include legacy costs that are not funded through the Information Technology 
Automation projects (Interim Statewide Automated Welfare System [ISAWS], CalWORKs 
Information Network [CalWIN], Consortium C-IV [C-IV], etc.). 
 
PA/NA Shift: Enter cost as a negative number. 
 
Initial Eligibility Determination:  Multiply the total cost associated with PC 615 by two-thirds (⅔) 
and enter it as a negative number here.  Since PC 615 represents 100% of the Initial Eligibility 
Determination costs and only 1/3 is attributed to CalWORKS Eligibility, this adjustment will adjust 
the expenditures so that only 1/3 of the these “common” costs will be reflected. 
 
INFORMATION ITEMS:  Requested items in the enclosed area (lower left portion) are to be 
reported for both the Current Year (FY 2008-09) and Budget Year (FY 2009-10).  These items are 
used by the CDSS County Allocations Unit for comparison purposes and are an integral part of the 
budgeting process. 
 

  COST PER FTE:  This item is calculated automatically. 
 

  SUPPORT COST RATIO:  This item is calculated automatically. The formula for the support 
cost ratio divides the support dollars by the staff dollars.  

 
  COMPOSITE RATIO: This item is calculated automatically. The formula for the composite 

ratio divides the program’s staff & support dollars by the total welfare dollars. 
 

  TOTAL WELFARE BUDGET COSTS: The information being requested here is the total 
welfare department budget, including Medi-Cal and General Assistance.  For current year, 
enter the total Welfare Department budget for FY 2008-09 for your county.  For Budget year, 
enter the projected total budget for FY 2009-10. 
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Instructions to Complete Budget Worksheets for 
CalWORKs Employment Services  

FY 2009-10 
 
These are the instructions for completing the budget worksheets associated with CalWORKs 
Welfare-to-Work (WTW).  Information provided by the counties will be used to assist CDSS in 
developing an estimate of the FY 2009-10 basic administrative budget for costs associated with 
CalWORKs WTW.   
 
The completed form is to be submitted electronically to CDSS by e-mailing the analyst assigned to 
your county per Attachment I (see Attachment I on page 17 for the county assignment sheet).  All 
questions regarding the requested information should be addressed to your county’s CDSS 
assigned analyst.  
 
NOTE: HIGHLIGHTED CELLS CONTAIN FORMULAS AND SHOULD NOT BE MODIFIED. 
 
Average Number of CalWORKs WTW Cases per Month:  Enter the number for your county for 
FY 2007-08 from the CalWORKs WTW Monthly Activity Reports (WTW 25 & WTW 25A).  This 
caseload should consist of the sum of the following portions of each report:  Line 3a – Sanctions 
(Cell 3), Line 30 – Unduplicated Count (Cell 35), Line 31 – Non-compliance (Cell 37), and Line 32 – 
Good Cause (Cell 38). 
 
Employment Services Workers and Supervisors:  Enter the average monthly compensation for 
FY 07-08, for the first two quarters of FY 08-09, for the projected average for the last two quarters 
of FY 08-09, and the projected average for FY 09-10.  This includes the compensation for 
CalWORKs WTW workers and first line supervisors.  Please ensure that the figure listed on this 
form is presented as average monthly compensation and includes both salary and benefits. 
 
Actual/County Authorized FTEs:  Enter the average number of FTEs that were staffed by your 
county in FY 07-08, that were staffed in the first two quarters in FY 08-09, the projected staff for the 
last two quarters of FY 08-09, and the projected number of authorized FTEs for FY 09-10.  
Projected FTEs should only be based on actual staffing currently authorized by your county.   This 
should include those FTEs that time study to the following codes:  0551, 0561, 2571, 4512, 6201, 
6211, 6221, 6231, 6241, 6311, 6481, 6781, 6791, 6801, 6811, 6821, 6831, 6851, and 6861.  Any 
increases in authorized staffing should be explained in detail on the supplemental information 
Budget Worksheet III. 
 
Employment Services:  Enter the actual FY 07-08 and FY 08-09 and proposed FY 09-10 Direct 
Employment Services Delivery Costs.  Enter the costs for contracted services and services to the 
clients.  On Budget Worksheet III please describe in detail the services to be provided and by 
whom, the number of clients to be served, and why this is an allowable CalWORKs activity. 
 
Clerical and Administrative:  Enter the average monthly compensation for FY 07-08, for the first 
two quarters of FY 08-09, for the projected average for the last two quarters of FY 08-09, and the 
projected average for FY 09-10.  Enter the average number of FTEs that were staffed by your 
county in FY 07-08, that were staffed in the first two quarters in FY 08-09, the projected staff for the 
last two quarters of FY 08-09, and enter the number of clerical and administrative FTEs authorized 
for FY 09-10.  Projected FTEs should only be based on actual staffing currently authorized by your 
county.  
 
Other Operating Support (Overhead) Costs:  There are two categories of information listed in this 
section.  Please present the information as it is listed on the form (allocated or direct) and specific to 
the program worksheet that is being completed.  This information should include operating costs, 
purchase of services, space, travel, etc.  Do not include costs for services to clients.  Do not include 
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staff development (training) costs.  Costs for travel to training, rent for training facilities, etc., are 
acceptable as normal overhead costs.  One-time costs such as moving expenses, car purchases, 
etc., should be explained separately on Budget Worksheet III, as these costs should not be 
considered part of the “base cost”. 
 
EDP Costs:  List EDP costs as either direct or allocated.  These costs should include legacy costs 
that are not funded through the Information Technology Automation projects (ISAWS, CalWIN,  
C-IV, etc.). 
 
INFORMATION ITEMS:  Requested items in the enclosed area (lower left portion) are to be 
reported for both the Current Year (FY 2008-09) and Budget Year (FY 2009-10).  These items are 
used by the CDSS County Allocations Unit for comparison purposes and are an integral part of the 
budgeting process. 
 

  COST PER FTE:  This item is calculated automatically. 
 

  SUPPORT COST RATIO:  This item is calculated automatically. The formula for the support 
cost ratio divides the support dollars by the staff dollars.  

 
  COMPOSITE RATIO: This item is calculated automatically. The formula for the composite 

ratio divides the program’s staff & support dollars by the total welfare dollars. 
 

  TOTAL WELFARE BUDGET COSTS: The information being requested here is the total 
welfare department budget, including Medi-Cal and General Assistance.  For current year, 
enter the total Welfare Department budget for FY 2008-09 for your county.  For Budget year, 
enter the projected total budget for FY 2009-10. 
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Instructions to Complete Budget Worksheets for 
Non-Assistance Food Stamp Administration 

FY 2009-10 
 
These are the instructions for completing the budget worksheets associated with Non Assistance 
Food Stamp (NAFS) Administration.  Information provided by the counties will be used to assist 
CDSS in developing an estimate of the FY 2009-10 basic administrative budget for costs 
associated with NAFS Administration.   
 
The completed form is to be submitted electronically to CDSS by e-mailing the analyst assigned to 
your county per Attachment I (see Attachment I on page 17 for the county assignment sheet).  All 
questions regarding the requested information should be addressed to your county’s CDSS 
assigned analyst. 
 
NOTE: HIGHLIGHTED CELLS CONTAIN FORMULAS AND SHOULD NOT BE MODIFIED. 
 
Average Number of NAFS Cases per Month:  Enter the number for your county for FY 2007-08 
from the Food Stamp Program Monthly Caseload Movement Statistical Report (DFA 256).  This 
caseload should consist of the following portions of this report: Line 1 – NAFS Federal Households 
(Cell 4), Line 1 – NAFS Federal/State Households (Cell 5), Line 3 – NAFS Federal Persons (Cell 
11), and Line 3 – NAFS State Persons (Cell 12).  These four caseload components should then be 
calculated as follows in order to reach the desired monthly caseload amount: Cell 4+ 
(Cell5*(Cell11/(Cell 11+Cell 12)).  
 
Eligibility Worker and Supervisors:  Enter the average monthly compensation for FY 07-08, for 
the first two quarters of FY 08-09, for the projected average for the last two quarters of FY 08-09, 
and the projected average for FY 09-10.  This includes the compensation for NAFS Eligibility 
workers and first line supervisors.  Please ensure that the figure listed on this form is presented as 
average monthly compensation and includes both salary and benefits. 
 
Actual/County Authorized FTEs:  Enter the average number of FTEs that were staffed by your 
county in FY 07-08; that were staffed in the first two quarters in FY 08-09, the projected staff for the 
last two quarters of FY 08-09, and the projected number of authorized FTEs for FY 09-10.  
Projected FTEs should only be based on actual staffing currently authorized by your county.  This 
should include those FTEs that time study to the following codes: 2111, 2181, 2681, 2751, 3411, 
3431, 3441, 3471, and 6111.  Any increases in authorized staffing should be explained in detail on 
the supplemental information Budget Worksheet III. 
 
Welfare Fraud Investigators (WFI):  For these categories, please enter the average monthly 
compensation for FY 07-08, for the first two quarters of FY 08-09, for the projected average for the 
last two quarters of FY 08-09, and the projected average for FY 09-10.  Enter the average number 
of WFI FTEs that were staffed by your county in FY 07-08, the first two quarters in FY 08-09, the 
projected staff for the last two quarters of FY 08-09, and the projected number of authorized FTEs 
for FY 09-10.  Projected FTEs should only be based on actual staffing currently authorized by your 
county.  This should include those FTEs that time study to the following codes: 2341, 3101, 3121, 
3341, and 3931.  Any increases in authorized staffing should be explained in detail on the 
supplemental information Budget Worksheet III. 
 
Also, on the supplemental information Budget Worksheet III please indicate which officers are 
armed, unarmed, investigator assistants, and supervisors. 
 
District Attorney (DA) Contract/Prosecution Costs:  Enter the actual number of DA fraud 
investigators (not attorneys) contracted for in FY 07-08, FY 08-09, and projected for in FY 09-10.  
Enter the actual contracted costs for investigations and prosecution for FY 07-08, FY 08-09, and 
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projected for in FY 09-10.  Please identify the investigation costs from the prosecution costs on the 
supplemental information Budget Worksheet III.  Any increases in costs should be explained in 
detail. 
 
Clerical and Administrative:  Enter the average monthly compensation for FY 07-08, for the first 
two quarters of FY 08-09, for the projected average for the last two quarters of FY 08-09, and the 
projected average for FY 09-10.  Enter the average number of FTEs that were staffed by your 
county in FY 07-08, that were staffed in the first two quarters in FY 08-09, the projected staff for the 
last two quarters of FY 08-09, and enter the number of clerical and administrative FTEs authorized 
for FY 09-10.  Projected FTEs should only be based on actual staffing currently authorized by your 
county.  
 
Other Operating Support (Overhead) Costs:  There are two categories of information listed in this 
section.  Please present the information as it is listed on the form (allocated or direct) and specific to 
the program worksheet that is being completed.  This information should include operating costs, 
purchase of services, space, travel, etc.  Do not include costs for services to clients.  Do not include 
staff development (training) costs.  Costs for travel to training, rent for training facilities, etc., are 
acceptable as normal overhead costs.  One-time costs such as moving expenses, car purchases, 
etc., should be explained separately on Budget Worksheet III, as these costs should not be 
considered part of the “base cost”. 
 
EDP Costs:  List EDP costs as either direct or allocated.  These costs should include legacy costs 
that are not funded through the Information Technology Automation projects (ISAWS, CalWIN,  
C-IV, etc.). 
 
PA/NA Shift: Enter cost as a positive number. 
 
Initial Eligibility Determination:  Multiply the total cost associated with PC 615 by two-thirds (⅔) 
and enter it as a negative number here.  Since PC 615 represents 100% of the Initial Eligibility 
Determination costs and only 1/3 is attributed to NAFS Administration, this adjustment will adjust 
the expenditures so that only 1/3 of the these “common” costs will be reflected. 
 
INFORMATION ITEMS:  Requested items in the enclosed area (lower left portion) are to be 
reported for both the Current Year (FY 2008-09) and Budget Year (FY 2009-10).  These items are 
used by the CDSS County Allocations Unit for comparison purposes and are an integral part of the 
budgeting process. 
 

  COST PER FTE:  This item is calculated automatically. 
 

  SUPPORT COST RATIO:  This item is calculated automatically. The formula for the support 
cost ratio divides the support dollars by the staff dollars.  

 
  COMPOSITE RATIO: This item is calculated automatically. The formula for the composite 

ratio divides the program’s staff & support dollars by the total welfare dollars. 
 

  TOTAL WELFARE BUDGET COSTS: The information being requested here is the total 
welfare department budget, including Medi-Cal and General Assistance.  For current year, 
enter the total Welfare Department budget for FY 2008-09 for your county.  For Budget year, 
enter the projected total budget for FY 2009-10. 
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Instructions to Complete Budget Worksheets for 
Child Welfare Services Basic 

FY 2009-10 
 
Following are the instructions for completing the FY 2009-10 budget worksheets associated with the 
Child Welfare Services (CWS) Program Basic Costs.  Information provided by the counties will be 
used to assist CDSS in developing an estimate of the FY 2009-10 basic administrative budget for 
costs associated with the CWS Basic program.   
 
The completed form is to be submitted electronically to CDSS by e-mailing the analyst assigned to 
your county per Attachment I (see Attachment I on page 17 for the county assignment sheet).  All 
questions regarding the requested information should be addressed to your county’s CDSS 
assigned analyst. 
 
NOTE:  HIGHLIGHTED CELLS CONTAIN FORMULAS AND SHOULD NOT BE MODIFIED. 
 
Average Number of CWS Cases per Month:  Caseload numbers for FY 2007-08 will be provided 
for your county by the state.  This caseload will be extracted from the CWS/Case Management 
System (CWS/CMS) and will consist of the following components:  Emergency Response, 
Emergency Response Assessment, Family Maintenance, Family Reunification, and Permanent 
Placement. 
 
Social Worker and Supervisors:  Enter the average monthly compensation for FY 07-08, for the 
first two quarters of FY 08-09, for the projected average for the last two quarters of FY 08-09, and 
the projected average for FY 09-10.  This includes the compensation for CWS workers and first line 
supervisors.  Please ensure that the figure listed on this form is presented as average monthly 
compensation and includes both salary and benefits. 
 
Actual/County Authorized FTEs:  Enter the average number of FTEs that were staffed by your 
county in FY 07-08, that were staffed in the first two quarters in FY 08-09, the projected staff for the 
last two quarters of FY 08-09, and the projected number of authorized FTEs for FY 09-10.  
Projected FTEs should only be based on actual staffing currently authorized by your county.  This 
should include those FTEs that time study to the following codes: 0771, 1101, 1381, 1431, 1432, 
1433, 1434, 1441, 1442, 1443, 1444, 1456, 1465, 1471, 1472, 1473, 1474, 1481, 1482, 1483, 
1484, 1701 (07-08 only), 5131, 5132, 5134, and 5751.  Any increases in authorized staffing should 
be explained in detail on the supplemental information Budget Worksheet III. 
 
Clerical and Administrative:  Enter the average monthly compensation for FY 07-08, for the first 
two quarters of FY 08-09, for the projected average for the last two quarters of FY 08-09, and the 
projected average for FY 09-10.  Enter the average number of FTEs that were staffed by your 
county in FY 07-08, that were staffed in the first two quarters in FY 08-09, the projected staff for the 
last two quarters of FY 08-09, and enter the number of clerical and administrative FTEs authorized 
for FY 09-10.  Projected FTEs should only be based on actual staffing currently authorized by your 
county. 
 
Other Operating Support (Overhead) Costs:  There are two categories of information listed in this 
section.  Please present the information as it is listed on the form (allocated or direct) and specific to 
the program worksheet that is being completed.  This information should include operating costs, 
purchase of services, space, travel, etc.  Do not include costs for services to clients.  Do not include 
staff development (training) costs.  Costs for travel to training, rent for training facilities, etc., are 
acceptable as normal overhead costs.  One-time costs such as moving expenses, car purchases, 
etc., should be explained separately on Budget Worksheet III, as these costs should not be 
considered part of the “base cost”. 
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EDP COSTS - Statewide Automated Child Welfare Information System (SACWIS):  List 
SACWIS EDP costs claimed to PC 536 only on this line to reflect SACWIS EDP costs.    
 
EDP COSTS - NON-SACWIS:  List Non-SACWIS EDP costs.  This amount should include all EDP 
costs not claimed to PC 536. 
 
INFORMATION ITEMS:  Requested items in the enclosed area (lower left portion) are to be 
reported for both the Current Year (FY 2008-09) and Budget Year (FY 2009-10).  These items are 
used by the CDSS County Allocations Unit for comparison purposes and are an integral part of the 
budgeting process. 
 

  COST PER FTE:  This item is calculated automatically. 
 

  SUPPORT COST RATIO:  This item is calculated automatically. The formula for the support 
cost ratio divides the support dollars by the staff dollars.  

 
  COMPOSITE RATIO: This item is calculated automatically. The formula for the composite 

ratio divides the program’s staff & support dollars by the total welfare dollars. 
 

  TOTAL WELFARE BUDGET COSTS: The information being requested here is the total 
welfare department budget, including Medi-Cal and General Assistance.  For current year, 
enter the total Welfare Department budget for FY 2008-09 for your county.  For Budget year, 
enter the projected total budget for FY 2009-10. 
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Instructions to Complete Budget Worksheets for 
Foster Care Administration 

FY 2009-10 
 
These are the instructions for completing the budget worksheets associated with Foster Care (FC) 
Administration.  Information provided by the counties will be used to assist CDSS in developing an 
estimate of the FY 2009-10 basic administrative budget for costs associated with FC Administration.   
 
The completed form is to be submitted electronically to CDSS by e-mailing the analyst assigned to 
your county per Attachment I (see Attachment I on page 17 for the county assignment sheet).  All 
questions regarding the requested information should be addressed to your county’s CDSS 
assigned analyst. 
 
NOTE: HIGHLIGHTED CELLS CONTAIN FORMULAS AND SHOULD NOT BE MODIFIED. 
 
Average Number of FC Cases per Month:  Enter the number for your county for FY 2007-08 from 
the Aid to Dependent Children FC Caseload Movement and Expenditures Report (CA 237 FC) Line 
8A – Total AFDC-FC (Cell 25). 
 
Eligibility Worker and Supervisors:  Enter the average monthly compensation for FY 07-08, for 
the first two quarters of FY 08-09, for the projected average for the last two quarters of FY 08-09, 
and the projected average for FY 09-10.  This includes the compensation for FC Eligibility workers 
and first line supervisors.  Please ensure that the figure listed on this form is presented as average 
monthly compensation and includes both salary and benefits. 
 
Actual/County Authorized FTEs:  Enter the average number of FTEs that were staffed by your 
county in FY 07-08, that were staffed in the first two quarters in FY 08-09, the projected staff for the 
last two quarters of FY 08-09, and the projected number of authorized FTEs for FY 09-10.  
Projected FTEs should only be based on actual staffing currently authorized by your county.  This 
should include those FTEs that time study to the following codes: 2231, 2301, 3001, and 3451.  Any 
increases in authorized staffing should be explained in detail on the supplemental information 
Budget Worksheet III. 
 
Clerical and Administrative:  Enter the average monthly compensation for FY 07-08, for the first 
two quarters of FY 08-09, for the projected average for the last two quarters of FY 08-09, and the 
projected average for FY 09-10.  Enter the average number of FTEs that were staffed by your 
county in FY 07-08, that were staffed in the first two quarters in FY 08-09, the projected staff for the 
last two quarters of FY 08-09, and enter the number of clerical and administrative FTEs authorized 
for FY 09-10.  Projected FTEs should only be based on actual staffing currently authorized by your 
county. 
 
Other Operating Support (Overhead) Costs:  There are two categories of information listed in this 
section.  Please present the information as it is listed on the form (allocated or direct) and specific to 
the program worksheet that is being completed.  This information should include operating costs, 
purchase of services, space, travel, etc.  Do not include costs for services to clients.  Do not include 
staff development (training) costs.  Costs for travel to training, rent for training facilities, etc., are 
acceptable as normal overhead costs.  One-time costs such as moving expenses, car purchases, 
etc., should be explained separately on Budget Worksheet III, as these costs should not be 
considered part of the “base cost”. 
 
EDP Costs:  List EDP costs as either direct or allocated.  These costs should include legacy costs 
that are not funded through the Information Technology Automation projects (ISAWS, CalWIN,  
C-IV, etc.). 
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INFORMATION ITEMS:  Requested items in the enclosed area (lower left portion) are to be 
reported for both the Current Year (FY 2008-09) and Budget Year (FY 2009-10).  These items are 
used by the CDSS County Allocations Unit for comparison purposes and are an integral part of the 
budgeting process. 
 

  COST PER FTE:  This item is calculated automatically. 
 

  SUPPORT COST RATIO:  This item is calculated automatically. The formula for the support 
cost ratio divides the support dollars by the staff dollars.  

 
  COMPOSITE RATIO: This item is calculated automatically. The formula for the composite 

ratio divides the program’s staff & support dollars by the total welfare dollars. 
 

  TOTAL WELFARE BUDGET COSTS: The information being requested here is the total 
welfare department budget, including Medi-Cal and General Assistance.  For current year, 
enter the total Welfare Department budget for FY 2008-09 for your county.  For Budget year, 
enter the projected total budget for FY 2009-10. 
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Instructions to Complete Budget Worksheets for 
In-Home Supportive Services 

FY 2009-10 
 

These are the instructions for completing the budget worksheets associated with the In-Home 
Support Services (IHSS) program.  Information provided by the counties will be used to assist 
CDSS in developing an estimate of the FY 2009-10 basic administrative budget for costs 
associated with the IHSS program.  The instructions are arranged in the same sequence as listed 
on the worksheet.   
 
The completed form is to be submitted electronically to CDSS by e-mailing the analyst assigned to 
your county per Attachment I (see Attachment I on page 17 for the county assignment sheet).  All 
questions regarding the requested information should be addressed to your county’s CDSS 
assigned analyst. 
 
NOTE: HIGHLIGHTED CELLS CONTAIN FORMULAS AND SHOULD NOT BE MODIFIED. 
 
Average Number of IHSS Cases per Month:  Enter the number of Paid Cases for your county for 
FY 2007-08 from the Case Management Information and Payrolling System (CMIPS). 
 
Social Worker and Supervisors:  Enter the average monthly compensation for FY 07-08, for the 
first two quarters of FY 08-09, for the projected average for the last two quarters of FY 08-09, and 
the projected average for FY 09-10.  This includes the compensation for IHSS workers and first line 
supervisors.  Please ensure that the figure listed on this form is presented as average monthly 
compensation and includes both salary and benefits. 
 
Actual/County Authorized FTEs:  Enter the average number of FTEs that were staffed by your 
county in FY 07-08, that were staffed in the first two quarters in FY 08-09, the projected staff for the 
last two quarters of FY 08-09, and the projected number of authorized FTEs for FY 09-10.  
Projected FTEs should only be based on actual staffing currently authorized by your county.  This 
should include those FTEs that time study to the following codes: 1021 1031, 1032, 1033, 1034, 
1041, 1042, and 3301.  Any increases in authorized staffing should be explained in detail on the 
supplemental information Budget Worksheet III. 
 
Clerical and Administrative:  Enter the average monthly compensation for FY 07-08, for the first 
two quarters of FY 08-09, for the projected average for the last two quarters of FY 08-09, and the 
projected average for FY 09-10.  Enter the average number of FTEs that were staffed by your 
county in FY 07-08, that were staffed in the first two quarters in FY 08-09, the projected staff for the 
last two quarters of FY 08-09, and enter the number of clerical and administrative FTEs authorized 
for FY 09-10.  Projected FTEs should only be based on actual staffing currently authorized by your 
county. 
 
Other Operating Support (Overhead) Costs:  There are two categories of information listed in this 
section.  Please present the information as it is listed on the form (allocated or direct) and specific to 
the program worksheet that is being completed.  This information should include operating costs, 
purchase of services, space, travel, etc.  Do not include costs for services to clients.  Do not include 
staff development (training) costs.  Costs for travel to training, rent for training facilities, etc., are 
acceptable as normal overhead costs.  One-time costs such as moving expenses, car purchases, 
etc., should be explained separately on Budget Worksheet III, as these costs should not be 
considered part of the “base cost”. 
 
EDP Costs:  List EDP costs, if any, as either direct or allocated.  These costs should not include 
costs funded through the Information Technology Automation projects (ISAWS, CalWIN, C-IV, etc.). 
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INFORMATION ITEMS:  Requested items in the enclosed area (lower left portion) are to be 
reported for both the Current Year (FY 2008-09) and Budget Year (FY 2009-10).  These items are 
used by the CDSS County Allocations Unit for comparison purposes and are an integral part of the 
budgeting process. 
 

  COST PER FTE:  This item is calculated automatically. 
 

  SUPPORT COST RATIO:  This item is calculated automatically. The formula for the support 
cost ratio divides the support dollars by the staff dollars.  

 
  COMPOSITE RATIO: This item is calculated automatically. The formula for the composite 

ratio divides the program’s staff & support dollars by the total welfare dollars. 
 

  TOTAL WELFARE BUDGET COSTS: The information being requested here is the total 
welfare department budget, including Medi-Cal and General Assistance.  For current year, 
enter the total Welfare Department budget for FY 2008-09 for your county.  For Budget year, 
enter the projected total budget for FY 2009-10. 
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Instructions for Excluded Premise Items 
 
The following is a program specific list of premise items, program codes (PCs), and automation 
project costs which SHOULD NOT be included in the county administrative budget calculations on 
the individual budget worksheets.   
 
CalWORKs Eligibility Administration 
 
Please DO NOT include costs or cost offsets for the following activities in the budget worksheet, as 
these items are being considered separately as premises in FY 2009-10: 
 

  State/County Peer Reviews 
  Enhanced KinGAP Savings 
  Modified Safety Net  
  Child Only Time Limit 
  Ten Percent Grant Reduction 
  Self Sufficiency Review 
  Fraud Incentives 

 
CalWORKs WTW Employment Services  
 
Please DO NOT include costs or cost offsets for the following activities in the budget worksheet, as 
these items are being considered separately as premises in FY 2009-10: 
 

  Substance Abuse Services 
  Mental Health Services 
  Modified Safety Net  
  County Performance Incentives 
 

Non-Assistance Food Stamps (NAFS) Administration   
 
Please DO NOT include costs or cost offsets for the following activities in the budget worksheet, as 
these items are being considered separately as premises in FY 2009-10: 
 

  Employment Training Program 
  NAFS Reduction 

 
Foster Care Administration   
 
Please DO NOT include costs or cost offsets for the following activities in the budget worksheet, as 
these items are being considered separately as premises in FY 2009-10: 
  

  Enhanced Kin-GAP Savings 
  Rosales v. Thompson (PC 029) 
  Kin-GAP Dual Agency – FC Savings 
  PAARP Savings 
  Foster Care Reforms 
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Child Welfare Services 
 
Please DO NOT include costs or cost offsets for the following activities in the budget worksheet, as 
these items are being considered separately or as separate premises in FY 2009-10: 
 

  Specialized Care Incentives and Assistance Program (PC 100) 
  Emergency Assistance (EA) County Operated Emergency Shelter Care (ESC) (PC 106/107) 
  EA Contracted ESC (PC 134/136) 
  EA Crisis Resolution (PC 520) 
  EA Case Management (PC 531-formerly PC 695)  
  Federal Budget Bill – loss of Federal Financial Participation (FFP) 
  CWS Live Scan/ Background Checks (PC 359) 
  Minor Parent Investigations (PC 544) 
  Minor Parent Services  (PC 556) 
  Peer Quality Case Review (PC 004/088) 
  Relative/Non-Relative Home Approvals (PC 007) 
  CWS/CMS Staff Development  (PC 557/558) 
  Adam Walsh Child Protection and Safety Act of 2006 (PC 117/155) 
  Enhanced Kin-GAP Savings 
  PAARP Savings 
  Resource Family Approval Pilot (AB 340) 
  SSI/SSP FC Application (AB 1331) (PC 709/710) 
  Foster Youth Identity Theft (AB 2985) (PC 709/710) 
  Personalized Transition Plan (HR 6893) 
  Registered Sex Offender Check 
  Increase Family Case Planning Meetings 
  Notification of Relatives 
  Increase Relative Search & Engagement 

 
In-Home Supportive Services  
 
Please DO NOT include costs or cost offsets for the following activities in the budget worksheet, as 
these items are being considered separately as premises in FY 2009-10: 
 

  PCSP Three-Month Retroactive Benefits 
  Employer of Record (AB 2235) 
  Advisory Committees (PC 023) 
  Quality Assurance (PC 003) 
  Reduce IHSS County Admin 
  Provider Enrollment Form 

 
Automation Projects 
 
Please DO NOT include costs associated with the following automation projects in the budget 
worksheet, unless they are claimed for reimbursement on the county expense claim.  Costs claimed 
through automation invoicing are being considered separately in CDSS Local Assistance Budget: 
 

  ISAWS 
  LEADER REPLACEMENT (Does not include M&O costs) 
  WCDS/CALWIN 
  C-IV 
  SFIS 
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Instructions to Complete Budget Worksheets II and III 
 
PART II: 
 
Compensation Package Statement – CWD Salary and Benefits Statement 
 
Salary and benefit information, identified in this section, is used to assist in the analysis and 
development of recommended budgeted average salaries for each county. 
 
Part A:  Please enter the average benefits paid by the county during FY 07-08, FY 08-09, and 
projected for FY 09-10. 
 
Part B:  Please enter the Cost-of-Living-Adjustment (COLA) salary increase granted by the County 
Board of Supervisors for FY 08-09 and FY 09-10.  If any given subject line contains more than one 
group, enter a weighted percentage. 
 
Part C:  Please enter the number of proposed pay periods in each quarter.  
 
Explanations:  In Part III provide any pertinent information to support FY 09-10 requests (i.e. future 
COLAs, salary adjustments due to reclassification studies or differentials in surrounding counties, 
labor union negotiations, etc.). 
 
PART III:   
 
Additional Information: 
 
Please provide any pertinent information to support Budget Year requests (i.e. future COLAs, salary 
adjustments due to reclassification studies or differentials in surrounding counties, labor union 
negotiations, etc.),  
 

  For Direct Employment Services Delivery items describe in detail the services to be provided 
and by whom, the number of clients to be served, and why this is an allowable CalWORKs 
activity. 

 
  Welfare Fraud Investigators are identified as Peace Officers Armed, Peace Officers 

Unarmed, Investigator Assistants, and Supervisors.  Please identify how the county’s fraud 
investigators are staffed. 

 
  Explain funding requests that may not be consistent with prior year expenditure patterns. 

 
  Identify the program in which special consideration is being requested. 

 
  Identify county specific funding issues, such as one-time costs associated with the move of 

a facility or one-time purchases. 
 

  Identify salary issues such as salary adjustments due to reclassification studies. 
 

  Explain any increase in staffing to caseworkers or support staff. 
 

  Explain any significant increases in operating/overhead costs. 
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ATTACHMENT I 
 

County Allocation Contact Information 
Julio Rodriguez, Manager 

(916) 651-6672 
Julio.Rodriguez@dss.ca.gov 

 
 

  Martha Arana 
(916) 651-9771 

Martha.Arana@dss.ca.gov 

 
AJ Ching 

(916) 653-2422 
Andrieu.Ching@dss.ca.gov 

 
Cyrus Sanchez 
 (916) 651-1089 

Cyrus.Sanchez@dss.ca.gov 
Imperial Contra Costa Colusa 
Inyo Del Norte Humboldt 
Los Angeles Fresno Kern 
Madera Mariposa Marin 
Plumas Merced Mendocino 
Solano Mono San Diego 
Sonoma San Bernardino Santa Clara 
Stanislaus San Mateo Sierra 
Sutter Santa Barbara Siskiyou 
Yuba Shasta  
   

 
Laura Campbell 
(916) 657-1665 

Laura.Campbell@dss.ca.gov 

 
Xuan Lan Le 

(916) 651-8049 
XuanLan.Le@dss.ca.gov 

 
Jarret Yee 

(916) 657-3438 
Jarret.Yee@dss.ca.gov 

Alameda Modoc Amador 
Glenn Tuolumne Butte 
Lake Napa Calaveras 
Lassen San Benito El Dorado 
Monterey San Joaquin Kings 
Nevada San Luis Obispo San Francisco 
Placer Tehama Trinity 
Riverside Alpine Tulare 
Santa Cruz Orange Ventura 
 Sacramento Yolo 
   
   

 
California Department of Social Services 
Contracts and Financial Analysis Bureau 

County Financial Analysis  
744 P Street, MS 8-14-200 
Sacramento, CA  95814 
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ATTACHMENT C 
 

CODB Worksheet Instructions 
 
The CODB worksheets should be utilized to complete the County Administrative Budget 
Worksheets (Attachment B) for prior year (FY 07-08), current year (FY 08-09), and 
estimated future year (FY 09-10) expenditures.  The utilization of this sheet will ensure 
consistency among counties in obtaining expenditure information.  
 
Similar to the County Administrative Budget Worksheets (Attachment B), the CODB 
worksheets have several tabs; one for each program: CalWORKs Eligibility Basic, 
CalWORKs Employment Services Basic, Non-Assistance Food Stamp Administration, 
Child Welfare Services Basic Costs, Foster Care Administration, and In-Home 
Supportive Services Basic Costs.    
  
The following needs to be noted about all spreadsheets: 

  The worksheet is color coordinated:  Peach color is for Data Entry.  Light Blue 
indicates cells with formulas.  Pink section is the crosswalk between the County 
CODB sheet and the State worksheet.  And, Yellow section lists the codes for 
each program.   

  At the bottom of each sheet highlighted in yellow listed are appropriate program 
codes for each program.  Please use only costs and FTEs for listed program 
codes. 

  All of the costs entered are pre shifts (prior to any common cost shift from 
CalWORKs to Food Stamps and Medi-cal, prior to PAFS shift, etc).  The only 
exception is the Fraud Shifts.  Fraud costs should be entered post shift.  There 
are three codes which require splitting costs between the CalWORKs and NAFS 
allocations.  Fraud codes and the shift cheat sheet are located at the bottom of 
the CalWORKs Eligibility tab. 

  To facilitate reconciliation for the State between County CODB information and 
the County Expense Claim information, for the CalWORKs Eligibility and NAFS 
tabs, two lines have been added to capture the value of the PAFS and the Initial 
Eligibility shift.  These shift amounts can be identified on the DFA 327.3 schedule 
for PAFS shift and DFA 327.5P schedule for the Initial Eligibility Shift.  

  Staff development costs are not included as these are figured out differently by 
the State. 

  Use the latest available claims for each quarter. 
  Operational costs are requested for all programs; for these lines, only enter truly 

operational costs.  Exclude DA fraud agreements in CalWORKs and Food 
Stamps, as well as CalWORKs Employment Services directs and CWS directs.  

  Direct charge operational costs include overtime, which is a change from the 
prior year. 

  At the bottom of each sheet, all codes that are relevant to data collection for a 
particular program are listed.  For most data cells, you will need to add up 
numbers associated with each program code.  

  Enter data in the peach colored area only; all other sections have formulas 
  The pink section at the bottom of each program sheet represents a crosswalk 

between the CODB worksheets (Attachment D) and the County Administrative 
Budget worksheets (Attachment B).  Formulas have been entered in this section 
to calculate appropriate values for the Budget worksheets, thus no additional 
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calculations are needed to come up with the values that are to be entered on the 
State sheet. 

 
Differences among the sheets: 

  Foster Care and, In-Home Supportive Services have the same line items and 
include only operational direct costs;  

  IHSS DA fraud investigation and prosecution costs should be treated as 
operational costs.  Any other contracted services for IHSS (ie. contract PHNs 
from Health Department) should be treated as Operational costs.  

  CalWORKs Eligibility and Non-Assistance Food Stamps have FTE costs for 
Fraud staffing for those counties that employ Fraud investigators; there are also 
lines for DA Fraud contract costs (investigation and prosecution) for those 
counties who contract out this service.  Do not forget to shift FTEs for Fraud Pins 
similar to how the costs would be shifted as listed on the Fraud Shift cheat sheet 
on the CalWORKs Eligibility page.  

  DA fraud costs, if contracted out, need to be entered in only DA Fraud Direct cost 
lines and excluded from operational direct costs. 

  Direct service costs for Child Welfare Services are excluded as they are 
estimated separately by the State.  

  Employment services direct costs are captured in separate lines from operational 
direct costs.  Use DFA 325.1B to enter this detail which is located at the bottom 
of the spreadsheet under employment services program codes section. 

  The pink crosswalk section includes all of the necessary formulas to calculate 
appropriate values to transfer to the County Administrative Budget worksheets.  
No additional calculations are needed.  Once the data input cells are completed 
this section will automatically be completed based on the entries of the peach 
cells. 

 
The following CEC Claim schedules are necessary for completion of the CODB 
worksheets (Attachment D): 
 

  DFA 7A – Support Staff Summary 
  DFA 7B – Reconciliation of General Administration, Program Administration, and  

  Clerical Support Staff Salaries and FTEs 
  DFA 55 – Casework Time Study and Salary Distribution Summary 
  DFA 325.1 – CEC Expenditure Schedule (page 2) 
  DFA 325.1B – Direct Cost Input Schedule 
  DFA 327.1 – Distribution of Salary Cost and Allocable Support Staff and  

  Operating Costs 
  DFA 327.2 – EDP Cost Schedule 
  DFA 327.3 – Program Cost Summary 
  DFA 327.5P – Welfare Program Adjustments and Fiscal Incentives  
  DFA 403 – Full Time Equivalents Calculation 

 
The fist tab of Attachment D has line by line instructions on how to complete the CODB 
worksheets; the CalWORKs eligibility sheet was utilized as an example; all other 
programs are similar or have differences that are addressed within the instructions. 
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Changes from the Prior Year 
 

1. Columns have changed!  There are still 4 columns for the prior year.  There are 
still 2 columns for the 1st two quarters of the current year.  The change is that 
there is only ONE column for qtr 3 and Qtr 4 of the current year and 1 column for 
the Next fiscal year.  Thus the assumption is that the Column J will have 6 
months worth of costs for the current year and that column K will have full year 
costs for the next year.  All formulas are such that this has been anticipated!  
Pink crosswalk section formulas are updated for this change of columns as well.  
Formulas in columns N (Last 4 Qtrs) and (Current Year Total) were changed to 
reflect changes in columns J & K.  

2. As in the prior year, sections containing lines for Function Ratios (37 thru 40 on 
the CalWORKs sheet), DFA 7B information (lines 55-87 on CalWORKs Eligibility) 
are the same for EVERY Program.  The Change is that these cells in every other 
sheet (WTW, NAFS, FC, IHSS, CWS) are linked to the CalWORKs Eligibility 
sheet, so once you populate the CalWORKs Eligibility sheet, all other sheets will 
be populated as well.  

3. Direct Charge Operating Costs related to Staff – OT/CTO costs (line 18 in 
CalWORKs) is no longer included in the average salary calculation.  Thus 
Caseworker Salaries and Benefits (line 88 for CalWORKs) reflects a changed 
formula to exclude OT costs from the average salary. 

4. OT costs were added to the Operating Costs total.  This change is reflected in 
the Operating Cost formula (line 93 for CalWORKs Eligibility tab).  It is also 
reflected in the Direct Operating Support Costs in the pink section.  

5. Pink Section has been simplified to eliminate additional calculations by the 
counties.   Cells have been merged, fiscal years noted and formulas adjusted, so 
that all you have to do is pick up the number from the pink section and transfer it 
to the State Worksheet.  

6. For the CalWORKs Eligibility and the NAFS worksheets only:  Lines have been 
added to identify PAFS shift and Initial Eligibility shift.  These are also reflected in 
the pink section as the State worksheets will have these lines as well.   

7. For the CalWORKs Eligibility worksheet only – a cheat sheet for Fraud costs is 
included on second page highlighted in orange.  This cheat sheet provides you 
with a list of codes that contain combined CalWORKs and NAFS fraud costs or 
FTEs that should be split between CalWORKs and NAFS allocations.  

 
If you have questions or need clarification regarding any of the cells on the CODB 
worksheets, please use the following county program contacts: 
 
CalWORKs Eligibility Basic: 
John Kazalunas, San Bernardino County, jkazalunas@hss.sbcounty.gov 
 
CalWORKs Employment Services Basic 
Sanja Kovacevic, Fresno County, SKovacevic@co.fresno.ca.us 
 
Non-Assistance Food Stamp Administration 
Sanja Kovacevic, Fresno County, SKovacevic@co.fresno.ca.us 
 
Child Welfare Services Basic Costs 
John Kazalunas, San Bernardino County, jkazalunas@hss.sbcounty.gov 
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Foster Care Administration  
Maile Kinsella, Santa Cruz County, maile.kinsella@hra.co.santa-cruz.ca.us 
 
In-Home Supportive Services Basic Costs   
Vicki Worthley, Yuba County, vworthley@co.yuba.ca.us 
 
 
Below is a diagram showing where the needed reports can be found on the CEC as well 
as examples of CEC schedule pages needed to complete the County Survey: 
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DFA 7 Reports

DFA 55 Casework TS 325.1 Expenditure Schedule EDP Reports

FTE's DFA 403 325.1B/Direct Cost Performance Incentive

DFA 419 Claim Summary Extraneous Costs Stf Dev Detail 325.1C

Claim Letter Staff Dev Summary 327.4

Claim Certification Welfare Prg Cost Sum 327.3

DFA 55 Input LEADERS Welfare Prg Funding 327.5

DFA 7A Input Magic/SAWS M&O County Reports

EDP Reports

EDP Dev Multi-Function 327.2

Direct/Program Supp Stf Salary Input 325-1E

     Sal Cost/Alloc Supp/Oper Cost 327.1

Claim Notes

CEC Checklist

CEC Reconciliation

EDP M&O by Function 325.1A

EDP M & O Direct 325.1A

EDP Dev Dir Multi-Proj 325.1A

DISASTERS

EDP Dev by Function 325.1A

View Reports Menu

Supp Staff Salary Direct - DFA 7B-2

Support Staff Salary Dist - DFA 7B

M&O Alloc/Direct 327.2

DFA 7 Reports

Support Staff Summary DFA 7A

EDP Total Cost 327.2

DFA 7 Reconciliation

DFA 7 Generic Cost Distribution

DFA Distribution of Salaries DFA 7A EDP Dev Direct 325.1A
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Background:  

FoxPro is a database program published by Microsoft.  Information stored in its files is stored 
in .DBF format (Database) and can be converted to Excel with a DBF Viewer (see below).   

 
The Quarterly CECs are inputted into FoxPro and stored in a series of DBF files.  Due to 

FoxPro’s hardcode programming, only a limited number of useful files are downloadable.  Locate 
where your files are stored.  The files will look like this: 

 

 
 
 

 
 
 
 
 
 
 

Here are some samples of DBF 
Files that were generated by 

FoxPro. 
 

Note: These files can be exported 
to Excel and used for the CODB or 
Quarterlies. 
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DBF Viewer 
 The viewer is a small (1.75 MB) program and can be copied onto your computer.   
It is a relatively easy program to navigate. 
 
 
 
Using the DBF Viewer: 
 When the software is launched, the viewer will look like this: 
 

 
 
 
 
 
 
 
 
 
 
 
 

To start converting files, click on the 
“Open” Button. 
 
 
Note: You can also utilize the data tree 
to access your FoxPro files. 
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  Once you’ve clicked the “Open” Button, a pop-up menu will appear.  Put in the appropriate 
pathway for the DBF file (FoxPro).  This is the source folder where DBF Viewer will pull files. 

 

 
 

 
 

After establishing the source folder, select the appropriate file you want to export. 
Majority of the files are appropriately named after the schedule number  

(Example: DFA 327.1, DFA 55, etc). 
 

* See reference page for more information 
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  Select the file name 
  Click “Open” 

   
In our example, we’ve selected a file titled “dfa3271.dbf”.  This is for report DFA 

327.1 – Distribution of Salaries, Allocation and Operating Costs. 

The DBF File will now be extracted into a spreadsheet. 
 

In this example (DFA 327.1), we can see the Program Codes, the Program Titles, 
program ratios and salary distributions associated with each PIN. 

 
Note:  The Columns may not appear in the exact order as on the hard copies of the CEC. 
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To export the file to Excel:  
  Click on the “Export” Button 
  Select “Export to Excel” 

 
 
Hint: Changes made on this screen will 
automatically save in the DBF file. Do not 
edit any information.  You can click on the 
“Read Only” Button to prevent changes 
from happening. 

Select a folder to export the file: 
  Choose a name for the file 
  Press “Save” 

 
Note: Once the file is saved, you can open it up with Excel.  Formatting may be required to 

ensure that the report is user-friendlier. 
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Reports needed for Quarterlies: 
    
327.1  Distribution of Salary, Allocation and Operating Costs  
327.3  Program Cost Summary  
327.5 P1 Welfare Program Adjustment and Fiscal Incentive  
327.4  Staff Development Cost Summary and Funding  
327.5  Welfare Program Funding  
 
Reports needed for CODB: 
    
7A  Support Staff Summary  
7B  Reconciliation of General Admin, Prog Admin, Clerical Support and FTE  
55  Casework Time Study and Salary Distribution by Cost Pool/Program  
325.1  CEC Expenditure Schedule  
327.1  Distribution of Salary, Allocation and Operating Costs  
327.2  EDP - Cost Schedule  
327.3  Program Cost Summary  
403  FTE Calculation  
325.1B  Direct Cost Input Schedule  
 
FoxPro Files Equivalents (based FY 06-07 Quarters): 
 
CEC Report   FoxPro DBF File Equivalent 
 
7A    DFA_7a  
7B    DFA7_rec 
55    DFA55_sm (don’t use DFA_55.dbf) 
325.1    325_1 
325.1B    progidcd 
327.1    DFA3271 
327.2    EDP_totl 
327.3    DFA3273a 
327.4    stf_dev 
327.5 and 327.5P  WELFARE 
403    DFA_403 
Ledger    COMB_LDG 
 
 
 
 
 
 
 



E:\FY2009-10 CODB final package\Converting FoxPro Files to Excel.doc   Page 7 of 8 

Additional Useful Information: 
 
DFA 325.1 (line AC, columns AA - AE) 

CEC Hard Copies FoxPro Converted File 
Social Services Casework Ratios SS_CW_RAT 
CalWORKS Casework Ratios CW_CW_RAT 
Other Public Welfare Casework Ratios OP_CW_RAT 
Child Care Casework Ratios CC_CW_RAT 
NonWelfare Casework Ratios NW_CW_RAT 
 
DFA 55 

CEC Hard Copies FoxPro Converted File 
Program Code (4-digit).  Can filter out all PIN ending 
with “A” since they are the totals.  However, these will 
not affect VLOOKUP formulas. 

PRG_CODE 

Social Worker Time Study Hours TS_HRS_SW 
Employment Service Workers Time Study Hours TS_HRS_ES 
Eligibility Determination Workers Time Study Hours TS_HRS_ED 
Fraud Investigators Time Study Hours TS_HRS_FR 
Program Ratio (Social Worker) PRG_RAT_SW 
Program Ratio (Employment Services Workers) PRG_RAT_ES 
Program Ratio (Eligibility Determination Workers) PRG_RAT_ED 
Program Ratio (Fraud Investigators) PRG_RAT_FR 
  
DFA 7B        

CEC Hard Copies FoxPro Converted File 
Benefiting Level (Note: Generic is out of order) FUNC_TITLE 
General Admin Support Staff – Salaries  GS_ADM_DS 
General Admin Support Staff – Ratio GS_ADM_RAT 
General Admin Support Staff – FTE  GS_FTE 
Program Admin Support Staff – Salaries  PG_ADM_DS 
Program Admin Support Staff – Ratio PG_ADM_RAT 
Program Admin Support Staff – FTE  PG_FTE 
Clerical Support Staff – Salaries  CLER_DS 
Clerical Support Staff – Ratio CLER_RAT 
Clerical Support Staff – FTE  CLER_FTE 
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DFA 327.1 
CEC Hard Copies FoxPro Converted File 

Function  
Can use this to sort:  1 = Social Services, 2 = CalWORKS,  
3 = Other Public Welfare, 4 = Child Care, 5 = NonWelfare

FUNC 

Program Code PRG_CODE 
Time Study Hours NTOT_HRS 
Distribution of Salary Costs SAL_DIS_TO 
Ratio PRG_RAT 
Generic Salary Cost GEN_DIS_FC 
Allocable Support Staff Costs AL_SUP_COS 
Direct-to-Program Support Staff Costs DTP_COS 
Allocable Support Operating Cost AL_OP_COS 
Adjustments TOT_ADJ 
        
DFA 327.2 

CEC Hard Copies FoxPro Converted File 
Program Code EDP_CODE 
M & O Direct Cost TOT_EDP 
M & O Allocable Cost ALLOC_AMT 
Developmental Direct Cost TOT_DIR 
Multi-Function Develop SACWIS/Non-SACWIS TOT_DEV_MF 
EDP Adjustment Allocable Cost TOT_ADJ 
 
DFA 325.1B 

CEC Hard Copies FoxPro Converted File 
Program ID #  
 
(Note: All program costs will be listed regardless of 0 
value.  You can sort and delete these rows of data prior 
to pasting into the Data Spreadsheet) 

PROGID 

Program Title TITLE_325 
Type of Expense XTENM 
Direct Costs DIR_COST 
 
DFA 327.3 

CEC Hard Copies FoxPro Converted File 
Program Code PRG_CODE 
Total EDP Cost TOT_EDP_CO 
Casework & Allocable Support Cost TOT_CW_COS 
Direct Costs DIR_SUB 
EA Cost Eligible EA_ADJ 
PAFS Shifts PAFS_ADJ 
AFDC/TANF Adjustment AFDC_ADJ 
Non Fed Costs NON_FED 
CFAP/2 Parent Families CFAP_MINOR 
CFAP Singles CFAP_AGED 
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What is VLOOKUP? 
 
It is an Excel Function that is used within tables to help filter through large volumes of data and 
select the appropriate data based on given conditions. 
 
For example:   
 
Lets say you want to find the Expenses for PIN 100 and 300. 
 
Your table of data is: 
 

Object Expense 
100 $1000 
200 $1050 
300 $2000 
400 $2250 
500 $3000 

 
The VLOOKUP formula would automatically look through the list of your Objects and pick out 
the corresponding data.   
 
For the above example, the formula will provide expenses $1000 (for PIN 100) and $2000 (for 
PIN 300). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

HINT! 
 

How does this help me?  I can manually input it. 
 
Imagine a table with over 3,000 rows of data—and they’re 
not in any logical order.  You can definitely input the data 
manually but it will take more time and may not be as 
accurate due to keypunch errors. 
 
With VLOOKUP, the computer will filter out the needed 
information for you—regardless of the volume or 
organization of the data! 
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How does the VLookup Formula look? 
 

There are 4 components in the VLOOKUP formula.  Three are mandatory (bold in screen shot 
below) and one is optional. 

 
 

1) Lookup_value – The value you want to look up. 
2) Table_array – The table of data you want to look up 
3) Col_index_num – If you find a match, which column of data you want to pull. 
4) Range_lookup – Put in FALSE to find only exact matches (recommended) 

 

 
 
In the example above, we have a table with 18 PIN codes.  The corresponding Salaries, Training 
Costs and Shifts are in subsequent columns.   
 
Lets assume that we only want the Salary information for PIN Codes 003, 010, 452, 615, 217, 
156 and 362.   
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The VLOOKUP Formula is =VLOOKUP (A3,A12:C28,2,FALSE) 
 

  
 
 
Here’s how the Formula works: 
 

 
 

  Based on the range of data, the Lookup_value will reference Cell F6 or PIN “003” 
  Next, the Table_array will look for data in the table range from columns A:D.  The first 

column (A) will represent the reference column.  Subsequent columns are the data 
columns associated with this reference (ex: Salaries, Training, Shifts) 

  The Col_Index_num represents the data column to pull.  In our example, after we find a 
match in the Objects (Column A or #1), we want to pull Expense data which is in the 2nd 
column of the Table Array.   

o If we want to pull YTD Data, we would pull from Column C or #3. 
  Range_lookup should be FALSE to have an exact match.  Use True if you want partial 

matches. 
 

Important!  The columns 
with the PIN codes need 

to be formatted as TEXT! 

The formula automatically looks in the FoxPro Data Table above and pulls the 
appropriate Salaries that correspond to the PIN listed in the CODB Table (Column F) 
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Formula used in Database 
 
A modified VLOOKUP formula must be used in order to anticipate certain situations where the 
values would be #N/A. 

  The primary situation is when we have a data code but the database table doesn’t. 
  For example, we have PIN Code 665 but there are no costs associated with it.  Since there 

is no cost, the CEC reports may not carry the line item. 
  The #N/A Value will prevent further mathematical manipulations. 

 

 
 
To avoid this problem (#N/A), we embed the VLOOKUP formula into an IF Statement. 
 

 

Our CODB has PIN Code 665.  
However, this code isn’t in the 
FoxPro Data Table. 
 
 
 
This results in the #N/A.   
 
 
 
#N/A prevents us from 
summing the Salaries. 
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What does this formula do and how does it work? 
 
The formula is:  
 
=IF(ISNA(VLOOKUP(F13,A:D,2,FALSE)),0,VLOOKUP(F13,A:D,2,FALSE)) 
 

 
 

  The Logical_test checks the conditions to see if an #N/A will result.  We complete that 
by putting our original VLOOKUP in the ISNA function.  If the value is #N/A, it will 
return a TRUE.   

  If our VLOOKUP in the Logical_test produces an #N/A (TRUE), we know that there is 
no costs associated with the PIN in the CEC - FoxPro Data Table.  We set the 
Value_if_true to ZERO. 

  If our VLOOKUP in the Logical_test produces a valid result, the Logical_test will be 
FALSE (Is not #N/A).  Therefore, we can proceed with the original VLOOKUP formula 
in the Value_if_false field to perform the data query. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Important Reminder!  The Data Spreadsheet columns with the PIN 
codes need to be formatted as TEXT prior to pasting from FoxPRO! 


