
STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY ARNOLD SCHWARZENEGGER, Governor 

DEPARTMENT OF SOCIAL SERVICES 
744 P Street, Sacramento, CA 95814 

February 6, 2008     
 
 
 
TO:  ALL COUNTY FISCAL OFFICERS 
  ALL COUNTY WELFARE DIRECTORS 
 
 
SUBJECT: FISCAL YEAR (FY) 2008-09 COUNTY ADMINISTRATIVE 

BUDGET PLAN FOR SOCIAL SERVICES PROGRAMS 
 
 
In accordance with the provisions of Chapter 75, Statutes of 2006 (Assembly Bill 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 FY 2008-09 Budget.  This year’s survey tool is based on the initial FY 2007-08 
survey tool modified with minimal changes based on feedback from the counties and 
CWDA.  Changes to the FY 2008-09 survey tool include: 
 

  Addition of the Public Assistance/Non-Assistance (PA/NA) Food Stamp shift to 
the California Work Opportunity and Responsibility to Kids (CalWORKS) 
Eligibility and Non-Assistance Food Stamp Administration worksheets 

  Addition of the common costs shift for the initial eligibility determination to the 
CalWORKS Eligibility worksheets 

  Clarification for staffing projections to be based on currently authorized positions 
  Updated Excluded Premise Items for FY 2008-09 

   
This package includes all the necessary information to complete your county’s proposed 
administrative budget for FY 2008-09.  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. 
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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. 
 
Completed budget worksheets are due to CDSS by March 7, 2008.  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: 
 
ERIC FUJII 
Deputy Director 
Administration Division 
 
c:   CWDA 
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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 06-07), current year (FY 07-08), and 
estimated future year (FY 08-09) 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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