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Workbook and Certification 
Submission Overview 

1. Eligibility Requirements
2. Workbook Tabs Completion

a) Start Up Participants Tab
b) Deliverable Based Participants Tab
c) Certification (1-F)
d) Not Approved Tab

3. Proof of Expenditures through the Expenditure Cover Sheet 
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Staff Eligibility (1-E) Requirements

• Registered Counselor providing SUD direct services
• Employed as of 4/1/23
• Credentialed by DPH-SAPC (Sage Onboarding Completion)
• Not participation in Tuition Incentive Program (TIP)
• Submission of valid expenditures (completion of coursework, tuition book costs and/or paid 

time off to attend training or examination preparation) by 6/30/25
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Proof of Certifications Obtained (1-F)
• Counselors supported with expenditures under 1-E 
• Verification of Certification between 7/1/23-6/30/25



Reviewing the Expenditure (1-E) and Certification (1-F) 
Workbook
Counselor Training (1-E) and Certification (1-F) Workbook
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Start-Up Funds Submissions
Workbook Completion
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Navigate to the Start Up Participants tab
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Navigate to the Start Up Participants tab
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Start Up Participants Scenarios

SAPC Prefilled

A B C D E

F

Agency Fills Out Auto populates 
recoupment amount
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Deliverable-Based Submissions
Workbook Completion
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Navigate to the Deliverable Based Participants tab
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Deliverable Based Participants tab
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Deliverable Based Participants - Scenarios

13
Eligibility for 1-E 
Reimbursement

1-E Expenditure 
Claims

A B C D E F G H

4/10/23



Deliverable Based Participants tab
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Enter “Yes” and the dollar amount of 
expenditures claimed for reimbursement



1-F Certification 
Workbook Completion
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Start Up Participants 1-F Example

Deliverable Based Participants 1-F Example
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1-F Certification Example

Exp. Package would still be required regardless 
of obtaining certification (1-F) 17
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Not Approved Tab
Workbook Completion
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Navigating to the Not Approved Tab

SAPC Pre Filled 19



Counselor Training (1-E) and Certification (1-F) Expenditure Cover Sheet

Expenditure Cover Sheet Completion Steps for 1-E and 1-F

20



One pdf per staff including:
 - Cover Sheet
 -    Labeled attachments
 -    Proof of Certification (if applicable)
 

Proof of Expenditures + Certification
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Examples – PDF Cover Sheet Required per staff with expenditures
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Examples – PDF Cover Sheet Required per staff with expenditures
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Examples – PDF Cover Sheet Required per staff with expenditures

A
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Examples – PDF Cover Sheet Required per staff with expenditures

B
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Examples – PDF Cover Sheet

Minnie Mouse
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Examples – PDF Cover Sheet

27

yourname@youragency.org 4/7/24



Zipped File Instructions

• Step 1) Select the files (CTRL + Click) 

• Step 2) Right click -> Send to -> Compressed Zipped Folder
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Zipped File Instructions

• Step 3) Zipped file will appear and rename to include “workbook and expenditure 
package” 

• Step 4) Attach to email and sent to sapc-cbi@ph.lacounty.gov 
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What does your submission look like?

• 1) Completed Workbook in excel format
• 2) Cover Sheet Package with Expenditure Confirmation and Certification (one for 

each staff submitted)
• 2a) Labeled Proof of Expenditures included with cover sheet
• 2b) Certification (if obtained)

• 3) Invoice Workforce Development
• 4) Please submit a zipped folder including the following: 1) Expenditure Workbook 

(must be excel format), 2) a PDF per staff including the Cover Sheet and labeled 
expenditures, and 3) Invoice - Workforce Development to sapc-cbi@ph.lacounty.gov 
by 6/30/2025. Multiple submissions are accepted as all staff do not need to be 
submitted at the same time. The same Expenditure Workbook will be utilized for all 
submissions. 

30



Questions and Answers
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