
M E M O R A N D U M





TO:	Relative Provider� FILLIN "Provider's Name and Address" ��		





FROM:	North East Texas Child Care Services (CCS)� FILLIN "Date:" ��	





SUBJECT:	Child Care Providers Enrollment Papers





You have been chosen as a Relative Provider with the CCS program. Enclosed is your Relative Provider Handbook giving you important information about your rights and responsibilities as a Relative Provider with the CCS program.  Please read your handbook carefully.  This handbook is yours to keep and refer to as needed. 





YOU MUST COMPLETE AND RETURN ALL PAPERS AND ALL INFORMATION MARKED WITH AN  “(”ON THIS PAGE BEFORE WE CAN AUTHORIZE CHILD CARE. 


Relative Provider Financial Agreement.


Form W-9 Request for Taxpayer ID number.


Sign Employer Verification Form (must sign even if not currently employed.


Direct deposit form and cancelled check.


A copy of a picture ID.


A readable copy of your SIGNED Social Security Card.


Proof of permanent residence for you and the child.


Proof of relationship.





We cannot set up to pay you to care for a child until all requested documentation is received.


CALL THE BILLING DEPARTMENT FOR ASSISTANCE.  


An attendance record for billing (2455A) will be mailed to you after placement of child. Billing is monthly and the billing form may be mailed in or faxed on the last day of the month. When we receive your billing it will take approximately 3 weeks to process, generate and mail your check to you.   Please allow the full 3 weeks before calling our office.   REMEMBER - THESE PAPERS MUST BE IN OUR OFFICE AS SOON AS POSSIBLE FOR CHILD CARE TO BE SET UP.


Client: � FILLIN "Name and address of client (on one line)" ��
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