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Agenda

• Central Service Agency/Functions 
• Central Service Costs Allocation
• Definition of Workload
• Definition of Expenditures
• Workload and Expenditure Spreadsheets
• Data Analysis
• Transmittal Instructions
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Course Objectives

To understand:
• Cost Allocation Plan Development
• How to complete workload and expenditure spreadsheets
• CSA/FSCU analysis
• Due dates
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What is a 
Central 
Service 
Agency 
(CSA) 
Cost?  
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Central Service 
Agency Costs

State Administrative Manual 
(SAM) 9215  
Central service costs are those 
amounts expended by central 
service departments and the 
Legislature for the overall 
administration of state 
government and for providing 
centralized services to state 
agencies/departments. These 
functions are necessary for state 
operations and are centralized to 
provide efficient and consistent 
statewide policies and services.
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Central 
Services
(Functions 
004 – 212)
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Central 
Services 
(Functions 
301 - 602)
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Central 
Services 
(Functions 
605 - 815)
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Central Service Costs 
Allocation

9



Pro Rata 
and 

SWCAP 
Plans

Central service agency costs are allocated 
through
• Pro Rata for recovery from special funds
• SWCAP for recovery from federal funds
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Pro Rata 
and SWCAP 

Plans
Department 

Allocation

The Plan distributes CSA costs to each state 
department based on workload.

The total allocation for each department is 
calculated using the formula below. 

1. PY Actual – PY Estimate = Roll-Forward

2. Roll-Forward + BY Estimate = Total Allocation

PY = Prior Year

BY = Budget Year
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Pro Rata and SWCAP Plans

Fund Allocation

Pro Rata – further allocates 
proportionately to all funds 
in the department based on 
each fund’s percentage of 
total departmental funding.

SWCAP – allocates 
proportionately to the 

federal fund based on its 
percentage of total 

departmental funding.
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Pro Rata and 
SWCAP 

Plans

Fund 
Classification

Funds are classified as billable 
or non-billable

For Pro Rata:

• Billable funds:
• Funded by special revenue sources 

such as fees, licenses, penalties, 
assessments, interests, etc.

• Nonbillable funds: 
• General Fund
• Federal Funds
• Special Deposit Fund

For SWCAP, only federal funds 
are billable.
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Pro Rata /SWCAP Reports
CSA Reported 
Workload Data

PY Actual

SWCAP

Reports

Central Service Agency 
Cost Allocation 

CSA Reported 
Expenditure Data

PY Actual and 
BY Estimate

Governor’s 
Budget Data 

(State Operation 
Download)

Miscellaneous  
Agencies 

Reported Data

Pro Rata

Reports
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What is 
Workload?
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Workload

Each function code 
represents a 

specific type of 
workload.

Workload is 
obtained from 

various sources 
and can be from 
multiple CSAs.
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Workload
Metrics

Hours Transactions Records Warrants

Positions State 
Operations

Interest 
earned Users

Other
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What are 
Expenditures?
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Expenditure Data

Actual Expenditures 
(State Operation only):

• General Fund (GF)
• Central Service Cost 

Recovery Fund 
(CSCRF)

Expenditures excluded 
in plan development:

• Reimbursements
• Non-CSA 

Expenditures/Other 
Funds 

• Unallowable costs 
(Title 2 Code of 
Federal Regulations, 
Part 200)
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Expenditure 
Data

Reductions

• Reimbursed CSA expenditures are excluded 
because they represent services the CSA provided 
for which they have received reimbursement.

Unallowable CSA expenditures are identified in 
federal regulation (Title 2, Code of Federal 
Regulations, Part 200)
Some examples:
 Fines and penalties
 Collection of improper payments
 Lawsuits against the federal government
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Expenditure 
Data

Calculation

Actual Expenditures $XXX

Less:
Reimbursements
Non-CSA Expenditures/ $XX
  Other Funds XX
Unallowable Costs* XX XXX

Adjusted Actual Expenditures** $XXX

* SWCAP only
** SWCAP: distributed CSA costs 
** Pro Rata: distributed CSA costs plus Unallowable Costs
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Workload 
Spreadsheets 
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Workload 
Requirements

What you need:

• Workload Checklist

• Workload Spreadsheets 

• Crossover Table
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Workload 
Checklist
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Workload 
Tab
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Workload 
Comparison: 
Non-
Reimbursed
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Workload 
Comparison: 
Reimbursed
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Workload: 
Department 
Hours
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Uniform Codes Manual 
(UCM)

The UCM is available on 
Finance’s website in 
alphabetical and numerical 
order.
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Crossover Table

Workload is summarized 
into approximately 200 

primary 
agencies/departments 

for budgeting purposes.

The crossover table is 
used to consolidate the 

workload into the 
primary organization 

code.

30



Crossover
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Crossover 
Example

Consumer Affairs Boards/Bureaus CDCR Facilities
Crossover Original Crossover Original

1111 1110 5225 0550
1111 1111 5225 5165
1111 1120 5225 5225
1111 1130 5225 5226
1111 1140 5225 5230
1111 1150 5225 5231
1111 1160 5225 5232
1111 1165 5225 5233
1111 1170 5225 5234
1111 1180 5225 5236
1111 1190 5225 5237
1111 1200 5225 5238
1111 1210 5225 5239
1111 1220 5225 5240
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Crossover to 0000
Original

Org
Pro 
Rata UCM Title

3882 0000 General Obligation Bonds –
Resources - DOF USE ONLY

3884 0000 State Mandated Local Costs –
Resources - DOF USE ONLY

9633 0000 Payment of Interest on PMIA Loans 
- DO NOT USE

9890 0000 Reserve for Economic Uncertainties
9991 0000 Administrative Control Account –

STO/SCO USE ONLY
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Crossover 
Table 

Review

If a state organization is not listed on the 
crossover table or workload spreadsheet:

– Check if the code is correct
– Research organization code and name
– Contact us using the FIPROSWP email
– Place in “other entity” if no information is 

available 
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Description Verification

Along with your 
workload spreadsheets 

you will receive a 
Description Verification 

document.  

Function descriptions 
are required in the 

SWCAP package that 
is submitted annually to 

the federal 
government.  
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Description 
Verification 
- continued
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Description Verification - continued

Turn on track changes.

1
Verify that the 
descriptions are correct. If 
necessary, make the 
required changes to the 
document.

2
Complete the reviewer’s 
name and date and save 
your changes. 

3
Email the document back 
to FSCU with the 
Workload file. 

4
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Expenditure 
Spreadsheets
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What You Need
• Expenditure Data Checklist 

• Expenditure spreadsheets (Actual 
and Estimated)

• Expenditure support schedules
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Expenditure 
Spreadsheet

• Expenditure Data 
Checklist

• Actual 
Expenditures*       
(must agree with 
the year-end 
financial 
statements)

• Estimated 
Expenditures*     
(do not include 
BCP costs unless 
approved by 
Legislature) 

• Comparison tabs

*enter data in white 
cells only
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Expenditure 
Checklist
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Actual 
Expenditures
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Estimated 
Expenditures
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Comparison Tab

The comparison tab 
compares 

expenditure data 
from the prior year.

Ten percent or less is 
an acceptable growth 

rate.  

Please explain 
changes (+/-) beyond 
10 percent for actual 

and estimated 
expenditures.
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Comparison
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Federal 
Requirement

(Support 
Schedule)

• Certain CSAs 
must complete 
additional 
financial 
statements to 
support the actual 
expenditures. 

• Expenditure 
schedules 
provide a 
breakdown of 
cost items 
reported in the 
SWCAP plan.  
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Adjustments 
for Assets

• Tangible and 
intangible assets 
of at least $5,000 
are treated as an 
Unallowable Cost 
subtracted from 
CSA 
expenditures

• Straight-line 
depreciation 
method applied to 
assets at least 
$10,000 and 
added to CSA 
expenditures.

47



Your Responsibility

Check
Check for 
accuracy

Explain
Explain 
variances

Send
Send support 
documentation, 
if required

Call
Contact FSCU 
immediately if 
the workload or 
expenditure 
data submitted 
needs to be 
revised
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Transmittal 
Instructions

• The workload and expenditure worksheets 
must be reviewed and approved by the 
departmental budget officer.

• Departmental budget officer must email the 
completed workload spreadsheet(s) and 
expenditure spreadsheet(s) by the specified 
deadlines. 
– To:  fiproswp@dof.ca.gov
– Email subject line must include: 
Function code, “Workload” or “Expenditure” 
and the four-digit department/agency code
e.g., F204 – Workload – 0840 (SCO) 
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Questions?

• Please email us at:
fiproswp@dof.ca.gov

• ProRata/SWCAP Information:
https://dof.ca.gov/accounting/accounting-Statewide-
Cost-Allocation/
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