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Our current file order came about from 
feedback provided by a CDE audit in 
2005. The Audit Team wanted us to 
develop a system that: 

• Tells a complete history of the family
• Shift our file system from a six 

sections file to just a two section file 
• Keeps the two most recent and 

consecutive years within the file

The feedback motivated our agency to re-
design our file structure in a more 
linear and storytelling fashion.

History



Left-Side of File

• File Face Sheet – “Table of Contents” 

• General Notes –”Cliff Notes” of the File

• Children & Family Information

• Compliance Documents

• Income Documents (Not yet used for 
calculation)

• Communications /Miscellaneous 
/Duplicates
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•Emails Regarding Family
•Letters From Family
•Faxes
•Childcare Complaints

•Income Documents
(Not yet used for income documentation)

•Action Review Sheets

•Correction Action Plans

•QA Checklists

•School Age Records

•Identification & Emergency Forms

•Immunization Records

•Social Security Cards

•Birth Records

•Other Family Identification 

•Centralized Eligibility List Appl.

•IEPs\IFSPs

•Health and Safety Forms

 

 

 

 

 

General 

Notes 

 

Family Support Services 

File Face Sheet 
  

 
Documents on RIGHT SIDE filed in chronological order--most recent on top 

LEFT SIDE RIGHT SIDE 
File Face Sheet STARTING BASE:  GEARS/Waiting List,  

General Notes  Child(ren) Schedule(s) prior to Re-certification, 

TAB 1--Child(ren) & Family Information & Re-certification Letter 

School Age Record Form(s)  

Identification & Emergency Form(s) Notice of Action(s) by Date(s)--if applicable 

Immunization Record(s) RFD(s)/PDL(s) by Date(s)--if applicable 

Social Security Card(s)--if applicable CD 9600 

County Birth Certificate(s) Eligibility (Income) 

Other Family Identification--if applicable Income Verification (most recently calculated) 

Centralized Eligibility List Application(s)/CELs        Pay stub(s) and Cash Aid Receipt(s) 

IEP(s)/IFSP(s) Income Tax Documentation 

Relative/Non-Relative Provider Packet--Health & Safety Form (if 

applicable) 
Child Support Documentation 

TAB 2--Compliance Documents Need(s) 

Action Review Sheet(s) Employment Verification(s) 

Correction Action Plan(s) Self-Employment Declaration 

QA Checklist(s) Job Search Log(s) 

Certification/CMR Checklist(s) Training Verification(s) 

TAB 3--Income Documents Class Registration(s) 

TAB 4--Communications/Miscellaneous/Duplicates Verification of Adequate Progress/Grades 

E-mail(s) regarding parent(s) Leave of Absence Request  

Letter(s) from parent(s) Statement of Incapacity 

Fax(es) Proof of Secondary Address 

Childcare Complaint(s) Marriage/Divorce Documentation 

 Referral/Child Protective Services 

 Varied/Self-Employment Documentation 

 Receipt of Handbook 

 Contracting Data Form (CDF)/Approval NOA 

 Termination Notification Form/Term Face Sheet 

 Transfer Notification Form/Transfer Sheet 

 Family Referral Form 

 CD 9608/After-School Program Waiver 

 Proof of Address 

  

  

  

***A Self-Declaration Form(s) may be used in lieu of some of the above mentioned documents.*** 
  

  



Right-Side of File

Except for the “Starting Base”, 

the paperwork on this side of 
the file should be placed in a 
chronological order of 
receipt or computation.



Right-Side of File
• “Starting Base” consists of:

– County Documents or the Eligibility List 
Print-out

– Current Contracting Data Form\Child Care 
Certificate with Approval Notice of Action 
(If base is part of a recertification and 
childcare hours have not changed)

• Notice of Actions

• Request for Documentation Letters



Right-Side of File

• CD9600

• Eligibility Documents

• Need Documents

• Parent Handbook Receipt

• Contracting Data Forms/Certificates

• Transfer Documents



Right-Side of File

• Referral Documents

• Proof of Address



• Documentation of 
Approved Need of the 
family

1. Employment 
Verification

2. Training Verification

3. Statement of Incapacity

4. CPS

1. Income Sources of the 
Family

2. Verification of Income 
Sources (paychecks, 
etc.)

3. Includes Calculation 
Documentation (Excel 
calculator)

Need Documentation

CD9600 Eligibility Need CDF

Income Verification

Contracting Data 
Form/Child Care 

Certificate

Application for Child 
Development Services

1. States the Hours of 
Care

2. Authorized Payment to 
the Provider

3. Similar to a Child Care 
Certificate

1. Family Name

2. Eligibility & Need

3. Income

4. Children Information

5. Family Fee

6. Service Dates



Questions?


