
Instructions for Amending Cost Reports using Fiscal Year 
2013/14 Time Survey Data 

 
1. Using the 2011, 2012, and 2013 Cost Report Templates, edit the “Calculation for 

Averaged Percentages for Use in Schedule 2A” worksheet using 2013/14 time 

survey data by entering total hours in the Hours category.  The Averages section will 

automatically be calculated.  
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2. The averages for Total “TCM” Time Survey Hours, Total “Other/Direct Service/MAA” 

Time Survey Hours, Total “Gen. Admin” Time Survey Hours, and Total “PTO” Time 

Survey Hours will flow onto the corresponding “Averaged” sections on Schedule 2A. 
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3. On Schedule 2A, copy and paste the “Averaged” percentages to each 

corresponding column for each employee. (note: Use command Paste special 

then value to get valid results) 

 

 

4. On Worksheet A, verify the amount in Line 7, Column 4 equals zero.  
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i. If Line 7, Column 4 shows an imbalance of one or two dollars, balance it to 

zero by entering an opposite amount on Schedule 2D at the bottom of the 

column titled Total Other/ Direct/ MAA Salary & PTO (i.e., for $1 on 

Worksheet A, enter -$1 on Schedule 2D).  
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5. On Worksheet A, verify the amount in Line 7, Column 7 remains the same as total 

amount as the originally submitted Cost Report.  

 

 

 

 

 

 

 

 

 

 

 

 

6. Once every step is complete, save the amended Cost Report. 

a. Name the newly revised Cost Report by: 

i. Year of the Cost Report 

ii. LGA Name 

iii. Abbreviated TCM Program Name 

1. 2011 Cost Report 

a. (PH, AP, LINK, COMM, PG, OP) 

2. 2012 and 2013 Cost Reports: 

a. (CH, FA, IR, NO, and CD) 

iv. Cost Report (CR) 

v. Type “Revised” 

b. Example: A Cost Report for FY 2011/12 for Santa Cruz Public Health 

would be named as such: 2012 Santa Cruz PH AA CR Revised.xls.  

 

7. Email the amended Cost Report to the following email address: 

dhsaitcm@dhcs.ca.gov. 
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