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Reviewing a Subsidized TrustLine Application 

For Child Care Resource and Referral Program Staff and/or Payment Program Staff 
Checklist 

   Question        Yes   No 
Application 
Is there a completed TrustLine application/Live Scan form (TLR 1), and a completed TrustLine  
Registry Criminal Record Statement (TLR 508), and proof that the applicant has submitted his/her  
fingerprints?  (If the applicant is having his/her prints taken at a law enforcement office, the Police Department or  ______  ______ 
Sheriff’s office may require him/her to complete the Request for Live Scan Service form (TLR 9163) in addition to the  
TrustLine application form.  The codes/information the law enforcement office will need are as follows:  ORI #: A1157;  
Applicant Type:  CalWORKs/CDE; Working Title:  Child Care Provider.)         
 
Is all the information printed legibly and the application signed (Box 9)?    _____  _____ 
 

Name 
Is the name exactly the same on the application/Live Scan form and on the TLR 508 (and the  
Live Scan Form-TLR 9163 form if used)?       _____   _____ 
(Recommend to applicants that they use the name that is on their identification card. If  
the applicant’s I.D. shows the maiden name but she uses a married name, use the 
married name as the main name and the maiden name as the AKA.) 
 
Did the applicant sign and date Box 9 on the application/Live Scan form and sign and date the  
TLR 508? Do the signatures match? If not, please have the applicant clarify/resign.  _____  _____ 
(If the signature is missing on any of the forms, return to the applicant to be signed.) 
 
Do the signature(s) match the applicant’s name? If not, have applicant clarify/resign.  _____  _____ 
 

Address 
Is the address complete? (City names must be spelled out.  Abbreviated city names  
should be corrected.)          _____  _____ 
 
Is the address on the application/Live Scan form (TLR 1) the same as on the TLR 508 (and the  
Live Scan Form TLR 9163 if used)? If not, have the applicant clarify.    _____  _____ 
 

Date of Birth 
Is the date of birth listed?  (The applicant must be 18 years of age or older to apply.)  _____  _____ 
 

Sex of Applicant 
Has the applicant indicated his/her sex with an “M” or “F”?     _____  _____ 
 

Height, Weight, Eye and Hair Color 
Has the applicant listed his/her height, weight and eye and hair color?    _____  _____ 
 

Identification Number (I.D.) 
Is the applicant’s identification number listed in box 6b? (An applicant must list one  
of these four I.D.’s:  California Driver’s License, California I.D. card, Alien Registration  
Card, or a numbered, picture I.D. issued from a state other than California.  If the  
application only has a social security number listed without one of the four acceptable  _____  _____ 
I.D.’s it will be returned.)         



 
Question        Yes   No 

 
Transfer (If the individual is not Transferring, skip to the next topic heading.) 
If the individual is transferring a clearance from Community Care Licensing, did s/he  
mark the appropriate boxes and include a facility or personal identification number?  
(Call TrustLine in Sacramento at 1-888-422-5669 to see if a person is listed as cleared  
on the Community Care Licensing database.)       _____  _____ 
 
If the applicant is transferring a clearance, did s/he include a copy of his/her photo- 
Identification?           _____  _____ 
 

Prior Criminal Activity 
Did the applicant complete the TLR 508 including signing and dating the form?     _____  _____ 
 
If the applicant marked “yes” to either or both of the first two questions on the TLR 508, 
did s/he complete Page 2 of the TLR 508?  If s/he marked “yes,” to either or both of the first  
two questions on page 1 of the TLR 508, s/he must sign and date both sides of the form.  _____  _____ 
 
Agency Information and Coding 
 
Is the Child Care Resource and Referral Program name and code listed in Box 13?  _____  _____ 
 
Is only one payment program listed (either Box 12 is completed or the APP name and  
code number are listed in Box 13.)?        _____  _____ 
 
If Box 12 is completed, did the worker include his/her name and phone number?   _____  _____ 
 
Is the child care program marked in either box 12 or 13 (Stage 1, Stage 2, Stage 3, etc.)?  _____  _____ 
(The child care program should not be marked in both box 12 and box 13.) 
 
Did you answer “NO” to any of these questions? 
If you answered “NO” to any of these questions, do not forward the TrustLine application to the CA Department 
of Social Services.  You have several options depending on what information is missing or incorrect on the 
application form: 
1) Contact the applicant and have them come in or send them the form to be redone (i.e. a signature is missing or 

names don’t match on application and TLR 508 for example - Mary Smith Johnson and Mary Johnson Smith 
or MA Rodriguez-Garcia is on the application and Maria Garcia Rodriguez is on the TLR 508).   

2) If appropriate in your county, call or return the application package to the payment program and tell them 
that additional information is required before you can process the application (i.e.  name of worker, child care 
program). 

3) Contact TrustLine at 1-800-822-8490 for assistance. 
 
Did you answer “YES” to all of these questions? 
If you answered “YES” to every question…. 
1) The TrustLine Application/Live Scan Form (TLR 1) and the TLR 9163 Live Scan form, if used for 
fingerprinting, and the Criminal Record Statement form (TLR 508) should be sent by the Child Care Resource 
and Referral (R&R) Program to the California Department of Social Services.  If the Live Scan information (proof 
of the applicant submitting prints) has been completed at the bottom of the TLR 1 form in Box 16, the TLR 9163 form 
is not necessary.  If, however, the law enforcement office completed the TLR 9163 form instead of completing the Live 
Scan section at the bottom of the TLR 1 form, the TLR 9163 Live Scan form must be sent along with the TLR 1 and 
TLR 508 to CDSS in Sacramento. 
2) The R&R program should notify the payment program that a completed application was received.  
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