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Date
Title Fname Lname

Any Street

City, State Zip

Dear Title Lname:

To continue receiving financial aid for child care, please call us right away!  

It is time for you to re-certify your eligibility with Workforce Solutions.   

When you call, one of our Financial Aid Specialists will discuss your family’s situation.  If it appears that you will continue to qualify, we will tell you which documents you must give us to prove your continued eligibility.
We must receive all your eligibility proof no later than [enter date exactly 10 business days  from letter date].    

If we have not received your documents by [enter date exactly 10 business days from letter date], we will notify you and your provider that Workforce Solutions will stop payments for child care.  You will have 15 days from the date you are notified that we will stop payments to make other arrangements for your child’s care.

Remember, to qualify for our financial aid, you must:
· Reside in our thirteen county service area;

· Work at least 25 hours per week, work and go to school for at least 25 hours per week, or go to school full time; 

· Provide proof of U.S. citizenship or legal immigrant status for each child on whose behalf you are applying for child care financial aid (birth certificate, alien registration card I-551, etc.);

· Meet Workforce Solutions family income guidelines; and 

· Provide proof of your effort to receive child support.
Our Financial Aid Application is on-line at http://www.wrksolutions.com/aid/how_to_apply.html . The back of this letter lists copies of documents most often needed to prove eligibility.  

Please call us today at [enter number]!

Sincerely, 

Workforce Solutions Financial Aid Payment Staff
Commonly Requested Documents 

· Copies of Social Security cards for you and other family members in your household with sources of income 
· Proof of U.S. citizenship or legal immigrant status for each child on whose behalf you are applying for child care financial aid (birth certificate, alien registration card I-551, etc.);

· Your last pay check (or pay stub) and the hours you normally work each week 

· The last pay check for each person in your household who works

· Current documentation from your school – if you are enrolled in school or training – stating: 

· The number of credit hours for which you are enrolled this semester and the end date of your current enrollment 

· The names of the courses or program in which you are enrolled and 

· The usual number of hours you are in school each week.   


· If applicable, a copy of the court order for child support or a printout from the Texas Attorney General’s on-line child support application 

· Proof of child support you receive

· Documentation for family income other than wages

We will ask you the name and address of the care facility or relative who will care for your child.
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