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SUBJECT: Child Care Authorization Letter Redesign 
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CROSS REFERENCE: Operations Memo 08-03 CARES Notice Re-Engineering Project 
(CNRE) – Technical Information 

 
 
EFFECTIVE DATE:  March 29, 2009 
 
 
PURPOSE 
 
The purpose of this memo is to provide technical information and descriptions related to the 
Client Assistance for Re-employment and Economic Support (CARES) system Notice Re-
engineering (CNRE) project Phase Two and to give workers a better understanding of the 
impact of Child Care Authorization Letters on parents and child care providers.  
 
BACKGROUND 
 
In June 2006, both the Department of Workforce Development (DWD) and the Department of 
Health and Family Services (DHFS) began a project redesigning Income Maintenance (IM), W-2 
and CC eligibility notices. This re-engineering project was based on input from customers, 
advocates and local W-2, CC and IM agency staff.  
 
On January 14, 2008, CARES began generating the newly redesigned notices. For W-2, this 
included the Notices of Eligibility, whether they are denial or closure decisions or review 
completed notices. For CC, this included initial or ongoing approval, denial or closure eligibility 
decisions and review/Six Month Reporting Forms (SMRF) completed notices. 
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Beginning March 28, 2009, CARES will begin generating newly redesigned Child Care Family 
and Provider Authorization Letters. 
 
DESCRIPTION OF LETTER CHANGES 
 
Using the same web technology used by W-2 and Child Care Notices of Eligibility, CARES will 
produce Child Care Authorization Information Letters that are easy to read and understand.  
New software gives the notices a cleaner and friendlier look and feel.  The new letters 
communicate, in a manner participants and providers can understand, information about their 
authorizations. 
 
Parent Authorization Letters 
 
In addition to the return address at the top of the letter, there will be a Contact Box that shows 
the Case Number as well as the Child Care Authorization Worker name, phone number, fax 
number, and email address (fax and email are optional for agencies to include). 
 
Authorization information will be listed by child care provider with a large text box for each 
provider used by the participant.  Each text box will contain information about the child care 
provider and contain a listing of new authorizations, changes in authorizations, and ending 
authorizations as appropriate.  Each authorization listed will show Child’s Name, Date of Birth, 
Authorization Type, Hours per Week, Authorization Begin Date, Authorization End Date, Weekly 
Amount, Hourly Amount, and Rate Effective Date. 
 
Below the authorization information is a text box describing and defining the different 
Authorization Types for the authorizations listed. 
 
If there is a school age child with an authorization, there will be a text box explaining how a 
provider can be paid for School Closed Days. 
 
Below the text boxes will be a statement telling the participant when the next Review or Six 
Month Report Form (SMRF) is due. 
 
The final page of the letter is a listing of the participant’s rights and responsibilities. 
 
See the attached sample Parent Authorization Letter 
 
Provider Authorization Letters 
 
At the top of the letter will be the Provider Number, Location, and Type. 
 
Similar to the Parent Authorization Letters, the Provider Letters will have text boxes 
summarizing new, changing, and ending authorizations.  The information will be sorted by case 
with each case having a text box describing the authorization changes for each child in the 
case.  Case information, including the case number, primary person name, and next 
review/SMRF date is included.  Authorization Worker information is included in the upper right 
hand section of each text box.  The authorization information listed for each child is the same as 
in the Parent Authorization Letters. 
 
Below the authorization information is a text box describing and defining the different 
Authorization Types for the authorizations listed. 
 
If there is a school age child with an authorization, there will be a text box explaining how a 
provider can be paid for School Closed Days. 
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Below these boxes, there will be a text box explaining the Accreditation process for child care 
providers. 
 
The final page of the Provider Authorization Letter lists the child care provider’s responsibilities 
for participating in Wisconsin Shares. 
. 
See the attached sample Provider Authorization Letter 
 
Letter History 
 
Similar to eligibility notices, the Child Care Authorization Letters will now be accessible in 
CARES Worker Web (CWW).  The Correspondence History Search Page in CWW allows 
workers to search for the specific letter.  To access this page from Client Correspondence, 
workers must click on the History Search link.  Workers can search for letters by case/RFA, PIN, 
or child care provider number and location.  Letters created on or after March 27, 2009 will be 
stored in the Electronic Case File (ECF) in PDF format and viewed under the magnifying glass 
on this page.  Workers will also be able to send duplicate copies of Child Care Authorization 
Letters from the Correspondence History Search Results Screen in CWW. 
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SAMPLE CHILD CARE AUTHORIZATION LETTER FOR PARENTS 
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SAMPLE CHILD CARE AUTHORIZATION LETTER FOR PROVIDER 
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CONTACTS 
 
 
Child Care Help Desk at childcare@wisconsin.gov or 608-261-6317, option 2. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*Program Categories – FS – FoodShare, MA – Medicaid, BC+  – BadgerCare Plus, SC – Senior Care, CTS – 
Caretaker Supplement, CC – Child Care, W-2 – Wisconsin Works, FSET – FoodShare Employment and Training, CF 
– Children First, EA – Emergency Assistance, JAL – Job Access Loan, JC - Job Center Programs, RAP – Refugee 
Assistance Program, WIA – Workforce Investment Act, *Other EP – Other Employment Programs.   
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