RECERTIFICATION
Steps to Recertification
Before following these steps all the supporting documentation has been requested (normally two weeks in advance). 

1. FAMILY – 

Initial Subsidize Service Date

and 

Initial Certification Date

ONLY the Recertification date will be changed - Change Recertification Date to one year from now.  
[image: image1.png]Soarch Results: |<<| [<] [> Change to one year from now

Family ID: 206644
Family Last Name: |CERVANTES

Address 1: [19349 KITTRIDGE ST.

=
Address 2: | | 2
City: | Reseda v
State: E
Zip Code: =
Zip Code Ext: Initial Certification Date: [2/152017 | [
Eligibility Type: | Income Elgible v FeeEffectiveDate: | |
Flags: [Single Parent V' Home Phone:
Mail Address 1: Family Type: | Siandard / Natural v
Mail Address 2: | |
Mail City: v

Mail State:
Mail Zip Code:
ip Code Ext:

Mail

Center Handling
Subsidized Monthly | VANALDEN EEC, CSPP, NICOLE CERVANTES, General Childcare - Monthly, 01/22/2018 - 02/15/2018, Expired V‘
Invoices:





2. PARENT – 
Update with new changes.

[image: image2.png]Update Parent's Page if there are new

Family ID: 206644
Family Name: CERVANTES

Select Parent: | CERVANTES, AR (Father, Primary—"Parent A") v

Parent ID: 278875 Relationship: v
Last Name: Agency Relationship: v
First Name: |AR Flags: | V

Middle Name: Local Key:

SSN: status: [Acie v
SSN Public: Inactivation Date:
Date Of Birth: [E::] fimary v

Home Phone: Jae V| Limited English

Language: 00— Engiisn v

Work Phone:

Race: | V

Alternate Phone:
Email Address:
PIN:

Password:





3. NEEDS – 
· Is the same job and same hours? - No need to update
· Is the same job but different hours? – Update
· Is there a change of (Education/Training, Actively Seeking Employment, etc.?) 

· End old need and do new need with the new information – (Needs is valid now for 1 year). 
[image: image3.png]m Same job?? -- No need to enter End Date

Family ID: 206644
Family Name: CERVANTES

RIS T CERVANTES, AR (Father, Primary—"Parent A'

Select StartDate EndDate / Mon |Tue
5:00AM 5:00AM
Select 0212112017 Working e e

Is there a new Job, Training, Education, or
Seeking Employment??

Enter End Date information and create a new
Need with the new information.





4. INCOME – 

· Same income? - Do a NEW income for the year to recertify. Example:

· 2017 - $1,000


· 2018 - $1,000


· 2019 - $1,000

· Income change? Do a NEW income.

· The INCOME effective date is the date of recertification.
· If the fee goes down, the effective date will be the first day of the following month; if it goes up, the effective date will be the first day of the month after the appeal date.
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Family ID:

206644
CERVANTES

Family Name:

Select Parent: | CERVANTES, AR (Father, Primary—"Parent A

Effective Date: |02/15/2017

Income Description
(* Indicates include in totals):

Wages™:
Self Employment™:

Social Security*: ‘amily Income:

dends*: $0.00 TIAT33
CalWORKs Cash or Other (TANF)*: $0.00
CalWORKs State-Only (TANF MOE)*: $0.00 As of Today:
Pensions™ $000 Income: $1,473.33
Unemployment': $0.00 Income Change??
Workers Comp™: $0.00
Alimony*: $0.00 Create a new INCOME - INCOME effective date is

v a the date of recertification No fee schedule selected

ChildSupport™: $0.00
Veterans*: $0.00
Housing Voucher/Cash: $0.00
Food Stamps: $0.00
Other Public Assistance’ $0.00
Other Income™: $0.00
Foster Care Payment': $0.00
ssk: $0.00

Totals: $1,473.33





Don’t forget to print a copy of the new Income Worksheet!!
5. CHILD – 
Update with changes if any.

[image: image5.png]Is there a new child in the family??

or

Family ID: 206644 One of the children is over 18 years old??
Family Name: CERVANTES
Select Ghild: [NIGOLE CERVANTES ] Add the new child information here and terminate
the child over age.
Mju:"":::"’:::: 1‘_);”2”‘“7 hd If no change at all - no need tngupdate this page
Absent Days: [  View Absent Days
Child ID: 416441 Student ID:
Effective Date: [222/2017 [ Local Key 2:
LastName: Kop/NliEy Enroliment Status: |Enolled v
First Name: [NICOLE Termination Date: [E::]
Middle Name: Gender: [Female v
SSN: Language: Engiish v
SSN Public: Ethnicity: [Hispanicorlaino v
Date Of Birth: E Agency Ethnicity: v
Birth City: Race:
Birth State: Agency Race: v
Birth Country: Adjustment Factor Codes:

Child Age

. 4years 4 months
* 4years 1 month (Programmatic)

Note:

Flags:
Grade:

Kindergarten Date:
Request Date:

DRDP Due Date:

Setting Start Date:





6. SCHEDULE –
· Same schedule? - Schedule End Date must be the same as the Recertification date.  

· New hours or other changes to schedule? 

· Change Schedule End Date to the day BEFORE you want the change to go into effect. 

· Create a NEW schedule with the new information.
[image: image6.png]Same Schedule??

Schedule END DATE and Recertification

Date must match.

From:
To:
From:
To:

Contracted Hours:

School Day Schedule

From:
To:

From:

To:

Family ID: 206644
Family Name: CERVANTES
Child: | NICOLE CERVANTES vV
Child Age: 4 years 4 months Family Recert Date: 15-February-2018
Schedule: | VANALDEN EEC (01/2212018-02/15/2018) [Expired]
Center: [ VANALDEN EEC v Schedule Start 222018 [E::]
Program: 2 Schedule End Date: N B
Class Room: |24V Varying Schedule:
Parent Fee Rate: Moty v Max Hours:
Non-School Day Schedule | Clear Clear Clear Clear Clear

Monday  Tuesday Wednesday Thursday Friday

08:30 am

pm_| [05:00pm

Are there changes to Schedule??

- Change Schedule END DATE to the day before you want

09:00 >
the change to go into effect.
Clear and
Monday

-Create the NEW schedule with the new information.

PasteMF | | Clear

PasteMF | [ Clear

PasteMF | [ Clear




7.  SUMMARY –
· Print the NOA - Don’t forget that the effective date is the Effective Date of Action 
· Print CD 9600. 
“IF NOA IS NOT PRINTED INCOME AND FAMILY FEE CHANGES WILL NOT TAKE EFFECT”

[image: image7.png]Search Results:
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No search res

Family:

Parents:

CERVANTES (206644)

CERVANTES, AR

Add a Far
* Family File Family Account: Due $0.00
Add a Parent
Need Reasons Income

Child Adjustment Factors.
Child Service Summary

Child: Add a Child
CERVANTES, NICOLE Immunizations Medical
As of Today:
Family Size: 2 No fee schedule selected Nutrition Code: Free
Income: $1,473.33
Note:
*: Indicates missing data:
Forms:
9600 Fee Statement Meal Benefit Form
CA School Immunization Full Cost Application NOA CA 7617
CD 8018 Income Worksheet imesheet For Individual

Incomplete File N
Incomplete File Notice (Spanish)

Family Fee Invoice

Once you have updated and verified that all the

information is correct - print a new NOA and a new

CDog600





[image: image8.png]NOA CA 7617 Print Date 2/16/2018

Please select the report parameters listed below...

Type of Notice Action | Recertification V| Type O Subsidized ® Subsidized - Monthly O Full Fee O Grid

Fees
Family Fee Change []Include No Fees [ |Print Fee Detai

in Comments

Monthly Part-Time: $0.00

Monthly Full-Time: $0.00

Distribution of Notice Date Notice Given or Mailed Effective Date Appeal Date
Given To Parent v 21612018 B 21612018 | 31212018

Child(ren)
CERVANTES , NICOLE - VANALDEN EY

. (112212018 - 2/15/2018, CSPP)

This date will populate
automatically once the

the Date Notice Given is
entered.

This date MUST match
the date on the CD g600

This date MUST match
the re-certification date

Reason for Action

Family is recertified for services v

Family is recertified for services. THIS CONTRACT GUARANTEES SERVICE THROUGH PRESCHOOL ONLY.

@English O Spanish O Korean O Mandarin

Agency Name Phone Number
VANALDEN EEC v (818) 343-5595
Name of Agency Representative Tracking Number
Johanna Curd v

Appeals Contact Name
[Attention: Appeals Coordinator

Select Output PDF Report Vv




8. IMAGES – 
Scan all the required documents making sure they are filled out correctly, reviewed, certified and signed before scanning them to EESIS.

[image: image9.png]Upload Image

Family ID:
Family Name:

Image Category:

NOTE:

Image Description:

: 12546
: MORALES
:
Browse.

Image File:
: Maximum file size for upload is 4 MB.

Details

View Description

Category

Scanned On

No Images???

Unfortunately your technician won't be able
to provide the assistance you need!!!




IMPORTANT REMINDERS

If the family has had NO changes, the only screens you must edit are:
· Family (change Recertification Date)
· Income (even though there’s no change you need to create a new income for the year to recertify)
· Schedule (change Schedule End Date)
· Summary (print new NOA and CD 9600)
ALWAYS REMEMBER!!!
Recertification is NOT DONE only by extending the schedule; it has to be done by following all the necessary steps depending on every case.

These two dates must match - They are the 1st day of service for the family
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