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County Claiming
Why and When to Submit a Claim

▪ A county should submit a claim when an employee has staffing, or travel 
cost associated with the CalSAWS project. Some examples are:
• Short Term Assignments
• Long Term Assignments
• Trainings, Summits and Conferences*

 Not all training, summits and conferences are funded, please check in with 
PMO.Fiscal@CalSAWS.org if you are unsure

▪ Your county will be given an allocation for your costs, refer to your allocation 
letters to find where to claim costs

▪ Claim the cost in the month that your county pays the cost not when the 
employee pays it

▪ Claims are submitted by the 20th of the month following the cost occurrence  
(e.g., cost occurred in February then that February claim is due by March 
20th)

• If the 20th falls on a Saturday claims are due the Friday prior, if the 20th falls on a 
Sunday claims are due that Monday

▪ If you have a travel allocation and approved costs, please follow the 
guidelines of your county’s travel policy

mailto:PMO.Fiscal@CalSAWS.org
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County Claiming
Creating the Claim

▪ Claiming instructions and forms are issued after the final prior fiscal 

year claiming cycle has ended. You can find the instructions and 

form:

• Via CIT after in first week of August

• By contacting PMO.Fiscal@CalSAWS.org

▪ Use the current SFY 22-23 Claim Form for all costs paid from July 1st, 

2022, to June 30th, 2023

▪ Forms may be revised throughout the year and sent via the CIT 

process, old forms must be replaced, or they will not be accepted. 

Examples of changes to claim forms include:
• Adjustments to the Cost Allocation Plan (CAP) tab

• Line-item additions 

• Removal of funding categories

• Federal Fiscal Year updates

mailto:PMO.Fiscal@CalSAWS.org
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County Claiming 

▪ The first two pages have 
the details of how to fill 
out the top of the claim 
form and when to use 
the Adjusted Checkbox 
and Version lines

▪ The following pages will 
explain what the line 
items are for and how to 
fill out the parts of the 
claim form
• Remember your 

allocation will 
determine where you 
can claim

▪ The last page of the 
instructions provides the 
who, what and where to 
submit your claims

Claiming Instructions - the Highlights
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County Claiming

▪ The claim form is an Excel 
workbook with two tabs
• The Claim 
• The Cost Allocation Plan (CAP) 

which is linked to the claim form

▪ County, Month/Year and Version 
boxes have messages that will 
appear when you click those 
lines

▪ Enter your county name and 
number from the drop down

▪ Enter the claim contact name, 
phone number and the date as 
7/1/22
• Cell protection will only allow usage 

for SFY 2022/23

▪ Do not check the adjusted box or  
add a version if this is not an 
adjusted claim

▪ Enter the claiming contact’s 
email address

The Claim Form 
If any highlighted sections are missing the claim will be 

returned for completion 
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County Claiming

Filling out the Form
✓ Whole Numbers only, no decimals, round numbers up 

✓ Please do not override data validation in the cells

• Data validation protects you from entering in incorrect cells and gives you a message 
regarding that cell

• Cut and pasting data from another source will override cell protections

✓ Check your totals at the bottom and do not enter anything in the advance 

section

The Claim Form Continued
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County Claiming

▪ The CAP tab is linked to the claim form, no entry is made on the CAP
• Check the top of the form to be sure your information has transferred from the claim

▪ CAP provides the benefiting program percent as well as the Federal, State and 

County Share

The Cost Allocation Plan (CAP)

Be sure to check that the 
total from each section of 
the claim transfers to the 

total on the CAP tab

Benefiting 

Programs

Total 

County 

Share

Funding 

Ratios

The CAP informs the Quarterly County Share which gives counties their share of the 
cost of the CalSAWS system and is reflected in each Counties Share of Costs
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County Claiming

▪ Revised Claims are a correction to your original claim submission for the current
claiming cycle and are done before the deadline of the 20th

• No adjusted mark or version is required on the claiming template
• Make it known in your submission email that this is a revision and will replace the original 

claim
• Example: A claim was turned in on the 15th, but a cost was missed and needs to be 

added

▪ Late Claims are the first version and submission of a claim turned in after that 
month’s claiming cycle has passed

• The date for the claim is for when the cost was incurred by the county

• No adjusted mark or version is required on the claiming template

• A late claim can be submitted nine (9) months after your county incurred the cost

• Example: It’s January and costs were found for October, but a claim was never 
submitted. This is a late claim for October, and it’s turned in by January 20th

Revised and Late Claims

In some case forms are updated throughout the year, therefore late claims 
must be done on the form used at the time of the original claim submission
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▪ Adjusted Claims are an 
addition or subtraction of a 
cost to an existing claim 
made after the claim has 
been processed

• Check the adjusted box and 
mark the version number = 
1,2,3, etc.

 Be sure this transfers to the CAP 
page, or claims will be returned

 Note: this is the only time a 
number is placed in the Version 
line. There is no “original” or zero 
version

▪ Two Types of Adjusted Claims
• A “zero total” adjusted claim 

is when an amount is taken 
out (-) of one line item and 
moved (+) to another line 
item

• A “new total” adjusted claim 
when a missed amount is 
added, or an incorrect 
amount is deducted.

Adjusted Claims

County Claiming Continued
The only time a zero-amount claim is 

submitted is in an adjustment

In some case forms are updated throughout the year, therefore adjustments 

must be done on the form used at the time of the original claim submission. 
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County Claiming

Consortium Personnel – County:
Salaried county staff that work for/at the 
CalSAWS Consortium DD&I project team 

(Example: A CalSAWS Regional 
Manager that is a Yolo County 

employee). Enter the actual costs paid 
for county staff serving on the CalSAWS 

Consortium DD&I project team. Staff 
costs include salaries and benefits.

Consortium Personnel – Contractor:
County’s contract staff that work for/at 
the CalSAWS Consortium DD&I project 

team (Example: CSAC and RGS 
employees). Enter the actual costs paid 

for contracted staff serving on the 
CalSAWS Consortium DD&I project 

team. Only San Bernardino County will 
be claiming expenses for Contractor 

staff.

County Personnel – In County:
Salaried county staff that work on 

CalSAWS activities from/at the county 
(Example: County support staff). Enter 
the actual costs paid for county staff 

providing local support for planning and 
preparation manual conversion and 
ancillary development. Staff costs 

include salaries and benefits.

CalSAWS Claiming Categories
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County Claiming

Submitting the Claim

When Submitting your Email to OSI, CDSS and 
CalSAWS:

1. Attach the Excel file of your claim

2. A PDF containing in order: all pages of the claim form and 
signature page followed by all pages of the CAP.

3. For CalSAWS submit back-up documentation supporting the 
claim
 Please provide a breakdown of both salary and travel by individual per 

program

4. Please put your county name and claim title in the subject line 

of your claim submission email
5. Set your scanner to lower resolution to keep files manageable 

and easier to email

6. Remember to included all 3 agencies when submitting 
original, revised, late and adjusted claims 
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County Claiming

Approval Signatures
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County Claiming

Where to Submit the Claim

Questions? Contact PMO.Fiscal@CalSAWS.org

mailto:PMO.Fiscal@CalSAWS.org
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