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APPLICABLE TO:




Warrant Control Clerk(s), Their Supervisor(s), and The 








Administrative Support Services Manager

LEGAL BASIS:




State Regulation-Division 44, Section 305










State Regulation-Division 45, Section 302

RELATED POLICY RELEASE(S):
E020-0510, Eligibility Determination for Financial Participation

NON-CWS/CMS FORM(S):


DCFS 35, Warrant Clearance Control Card









DCFS 991, Warrant Disposition Request









DCFS 1144, Affidavit of Non-Receipt of County Warrant









DCFS 1318, Duplicate Warrant Issuance System: List of 








Affidavits









Automated Provider Payments System (APPS) Payment History









Monthly Warrant Cancellation Summary Report









Request to Reissue Canceled Warrant









Stop Payment Request Log









76A299X, Short Form Affidavit

CWS/CMS FORM(S):



None
SUPERSEDES AND CANCELS:

Clerical Procedural Guide C600-1300, Revenue Enhancement 







Clerical Warrant Control Clerk, dated March, 1998

This Procedural Guide outlines the steps to be followed in the issuance of a warrant through the affidavit process and the essential tracking procedures.  The methods of handling the warrants that are returned, voided or are not able to be processed are also noted.  Warrant control records must be accurate and the payments to the vendors correct

and timely.  The Warrant Control Clerk and the Eligibility Worker cooperate with one another to accomplish this end.

A.
WHEN:


AN AFFIDAVIT FOR NON-RECEIPT OF A WARRANT 




ISSUED IS RECEIVED 

WHO
       HOW




Warrant Control Clerk

Warrant Control Clerk

Warrant Control Clerk


1. Receive the DCFS 1144, Affidavit of Non-Receipt of County Warrant signed in pen only by the vendor within five business days from the warrant issue date.

NOTE:
The Auditor-Controller will not accept 


an affidavit signed thirty days prior to 


the date that the Warrant Control Clerk 


receives it.

2. Obtain the Automated Provider Payments System (APPS) Payment History printout.

3.
Review the DCFS 1144 and the APPS Payment History printout for any omissions and/or errors.

a)
Return the DCFS 1144 to the Eligibility Worker (EW) if the dates are incorrect or there are other errors.

NOTE:
Dates cannot be altered.  The EW must obtain a new DCFS 1144 if the date is incorrect.  

b) Process the DCFS 1144 and forward it to the Auditor-Controller the day following receipt of the affidavit, if the date that the vendor signed the affidavit is the same date that the Warrant Control Clerk received it.


NOTE:
The Auditor-Controller rejects the 


DCFS 1144 if the affidavit’s date is the 

same date that the vendor signed it and 

the Warrant Control Clerk processed it.

c)
Ensure the signature of the vendor is on both lines of the DCFS 1144 and the signatures match each other, e.g., if an initial is used in the name, it must appear on both lines.

NOTE:
The Auditor-Controller will accept a signed DCFS 1144 if the vendor’s name is printed on one line and cursive on the other line.  If the vendor’s signature is an “X,” the EW and the 

Eligibility Supervisor (ES) must sign the DCFS 1144 under the payee’s signature block titled ‘witnessed and verified by’ with their signatures, titles and district number. 
d)
Ensure that the EW’s name, title and district number 56 are complete.

e)
Ensure that the warrant issue date and the APPS Payment History printout date are the same.




Warrant Control Clerk


4.
Complete the warrant control section of the DCFS 1144.

a) Type the reverse side of the DCFS 1144 first and include:

i.
The warrant number beginning with LV.

ii.
The issue date.


iii.
The vendor’s name as it is signed on the 
DCFS 1144 and as it appears on the APPS 
Payment History printout.

b)
Type the front section of the DCFS 1144, titled ‘To Be Completed By District Office’ and include:
i.
District Number 56.

ii.
The warrant number beginning with LV.

iii.
The issue date.

iv.
The vendor’s name as it appears on the DCFS 1144 and on the APPS Payment History printout.  If the names differ, type the name twice; as it appears on the DCFS 1144 and as it appears on the APPS Payment History printout.

v.
The dollar amount of the warrant.

vi.
The current address of the vendor with no abbreviations.


NOTE:
When a warrant is mailed out of 

state, the name of the state must be 

spelled out in full.  California may 

be abbreviated.  Warrants are not 

forwarded or mailed outside of the 

United States.
vii.
The case number.

viii.
The accrual date that notes the month and year.




5.
Review the DCFS 1144 for accuracy and completeness.

a)
Reconcile the DCFS 1144 and the APPS Payment History printout.

b)
Stamp the DCFS 1144 in the upper right hand corner, “This is client’s legal signature.”

c)
Write ‘none’ on the line in the left center box if there is no Social Security Number.

d)
Check ‘client has no ID’ if there is no driver’s license number.

e)
Check ‘affidavit was mailed’ if the DCFS 1144 is folded or dated on a weekend.


f)
Write ‘none’ on ‘previous address’ line if no 
previous address is given.

g) Sign on line ‘verified by’ and date it.


Warrant Control Clerk



NOTE:
The DCFS 1144 is also used for group 


homes affidavits.

6.
Review additional data for group home affidavits. The person who signs on both signature lines must write their title and the name of the group home.  If the group home name and the person’s title are missing, type them in above the signature lines.

7. Log the DCFS 1144 data on the DCFS 1318, Duplicate Warrant Issuance System: List of Affidavits.

8. Date stamp the APPS Payment History printout the date that the DCFS 1144 was sent to the Auditor-Controller.

9.
File the APPS Payment History printout in the 
designated office file.

10.
Send the completed DCFS 1144 in a locked bag to 
the Auditor-Controller via county messenger.

NOTE:
If the Warrant Control Clerk is away from 
the desk, the county messenger will place 
them in the mailbag.

11.
Complete the Stop Payment Request Log and list the DCFS 1144 data according to warrant number order.

12.
Retain the extra copies of the DCFS 1144 for thirty days and then destroy them.

13.
Fax the Stop Payment Request Log to the attention of the designated person in the Auditor-Controller’s office.

B.
WHEN:

THE AFFIDAVIT/WARRANT DISPOSITION IS 






RECEIVED FROM THE AUDITOR-CONTROLLER

WHO
       HOW




Warrant Control Clerk

Warrant Control Clerk


1. Upon receipt of the yellow slip from the Auditor-Controller, stamp the date received.


NOTE:
When the warrant is cashed, the 



Auditor-Controller sends the pink copy to 

the vendor and the yellow copy to the 


Warrant Control Desk.
2.
Update the DCFS 1318, Duplicate Warrant Issuance System: List of Affidavits.
3. Forward the yellow copy to the assigned EW.

4.
Upon receipt of a returned DCFS 1144, complete steps 1.-3.

5.
Enter the disposition of the DCFS 1144 on the DCFS 1318.




C.
WHEN:

THE WARRANT IS LOST, STOLEN AND/OR MUTILATED

WHO
       HOW




Warrant Control Clerk

Warrant Control Clerk

Warrant Control Clerk
1. Upon receipt of the 76A 299X, Short Form Affidavit, obtain the APPS Payment History printout and review the data.

NOTE:
This affidavit is prepared for a lost or 

stolen warrant after the caregiver received 
it or on the occasion of a caregiver’s death.  
(See Number 2.)



The EW arranges with the caregiver to 

mail the Short Form Affidavit or to 


complete it in the regional/SPA office.  
The EW returns the completed form to the 
Warrant 
Control Clerk.



The caregiver states on the affidavit if the 
warrant was an original or a duplicate, if it 
was endorsed, and how it was lost or 

stolen.

a) Type the following information on the Short Form Affidavit:

i.
caregiver’s name


ii.
warrant number

iii.
issue date


iv.
dollar amount of the warrant


v.
name of the caregiver


vi.
address of the caregiver


vii.
the upper right hand corner, the case 
number and District Number 56

b) Record the information from the APPS Payment History printout to the DCFS 1318.

c) Stamp the date received from the EW on the APPS Payment History printout.


i.
Add the dates ‘sent/received/to/from’ 
the vendor.


ii.
File the APPS Payment History printout in 
the designated office file.

d) Forward the Short Form Affidavit and a lettergram with instructions for the completion of the affidavit to the EW.  (See above 1. NOTE).

e) Upon the return of the Short Form Affidavit, review it for completeness and accuracy.


i.
Check to see that the vendor stated what 
happened to the warrant.


ii.
Check to see that the vendor signed and 
dated the affidavit on the correct lines.


iii.
Check to see that the EW’s signature, title 
and date signed are on the correct lines.


iv.
Stamp the Short Form Affidavit in the 
upper right hand corner, “This is the 
client’s legal signature.”

f) Stamp the date sent to the Auditor-Controller on the APPS Payment History printout.

g) Complete and fax the Stop Payment Request Log to the Auditor-Controller.

h) File the APPS Payment History printout in the designated office file.

i) Forward the Short Form Affidavit to the Auditor-Controller in a locked bag.

2. If the caregiver has died, review the Short Form Affidavit for the following:

a) ‘Legal Owner’ is typed above the word Affidavit.

b) The name of the new caregiver is typed as the ‘legal owner.’

c) The relationship of the new caregiver to the deceased is noted.

d) The name of the deceased is noted.

e) The statement ‘is entitled to his/her estate including said warrant’ is typed on the affidavit.

f) The signature of the new caregiver.

g) The signatures of the EW and the ES and the date they signed the affidavit.

NOTE:
If any of the above is missing or inaccurate, return it to the EW.

h)
Complete steps Number 1. f) to i).



D.
WHEN:

THE WARRANT CANCELLATION LIST IS RECEIVED

WHO
       HOW




Warrant Control Clerk

Warrant Control Clerk


1. Upon receipt of the Monthly Warrant Cancellation Summary Report, file the report in the designated office file.

NOTE:
The Monthly Warrant Cancellation 



Summary Report is processed by the 


Special Payment Unit Supervisor.




E.
WHEN:

A WARRANT IS RETURNED TO THE WARRANT CONTROL



DESK AS UNDELIVERABLE

WHO
       HOW




Warrant Control Clerk

Warrant Control Clerk


1. Upon receipt of the photocopied returned warrant from the Auditor-Controller, complete the DCFS 35, Warrant Clearance Control Card.


NOTE:
The Auditor-Controller receives the 



warrants that the Post Office is unable to 


deliver.  They forward a photocopy of each 


warrant and the corresponding envelope on 


the same sheet to the Warrant Control Desk.

a) Photocopy the DCFS 35 and place in the designated office file box.

b)
Attach a copy of the DCFS 35 to the 
photocopied warrant and forward to the Foster 
Care Hotline EW.

2. Follow the FCHL EW’s instructions.

a) If the warrant is to be re-mailed per the FCHL EW, complete the following:

i. Review the reverse side of the warrant for the signatures of the FCHL EW and ES, and the dates they signed the warrant.
ii. Ensure that the vendor’s name and amended address are correct.

NOTE:
When a warrant is mailed out of 


state, the name of the state must be 


spelled out in full.  California may 


be abbreviated.  Warrants are not 


forwarded or mailed outside of the 


United States.

iii.
Cut-off the photocopied portion of the warrant and discard the envelope portion. 

iv.
Forward the corrected warrant(s) to the Auditor-Controller’s office in numbered sequence in a locked bag.

v.
Retain a copy of the DCFS 35 and place it in the designated office card file box.

b)
If the warrant is canceled, note the following:

i. Stamp the date and write ‘cancel’ on the copy of the DCFS 35.

ii. Retain the copy of the DCFS 35 and file in the designated office card file box.

3.
If the returned warrant is not received in five business days, complete a DCFS 991, Warrant Disposition Request and forward it to the FCHL ES.



F.
WHEN:

A VOIDED WARRANT IS RECEIVED

WHO
       HOW




Warrant Control Clerk


1. Upon receipt of the voided warrant, stamp ‘void’ on it and date it.

2. Retain a copy of the voided warrant and file it in designated office card file box.

3. Forward the voided warrant to the Auditor-Controller in a locked bag.
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