
Year 1 and 2 State Cohort Call: 
Conducting Case Record Reviews
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Introductions
National Center on Subsidy Innovation and Accountability
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Program Integrity Specialist  

Error Rate Specialist, 
Region VII

Leigh Ann Bryan
Program Integrity Manager  

Error Rate Specialist, 
Region I and Puerto Rico

Katie Watts
Error Rate Lead

Error Rate Specialist, 
All other Regions
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Agenda

 Purpose and Scope of Reviews

 Column-By-Column Instructions

 Additional Inquiry and MID Table

 Element 500 Instructions

 Next steps and TA resources
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Timelines for Years 1 and 2 States

Year 1 States Year 2 States

Case review period Oct. 1, 2018 – Sept. 30, 
2019

Oct. 1, 2019 – Sept. 30, 
2020

Last day to submit Sampling Decisions, 
Assurances, and Fieldwork Preparation Plan Oct. 31, 2019 Oct. 31, 2020

Last day to submit customized Record 
Review Worksheet Dec. 31, 2019 Dec. 31, 2020

Last day to submit State Improper 
Payments Report June 30, 2020 June 30, 2021

Last day to submit Corrective Action Plan 
(if applicable)

60 days after deadline for 
submitting ACF-404

60 days after deadline for 
submitting ACF-404
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Purpose and Scope of Reviews

Assess child care case 
record to determine 
whether eligibility was 
correctly determined, 
and if not, whether the 
error resulted in an 
improper payment

Focus is on eligibility 
actions: most recent 
determination or 
redetermination, and 
any subsequent 
eligibility actions

Processes that occurred 
outside of eligibility 
actions are not under 
the scope of this review, 
including (for example): 
errors with invoices or 
payment processing, 
client not reporting 
changes, intentional 
program violations (IPV)
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Purpose and Scope of Reviews (cont’d)

Example 1

The worker determined eligibility 
correctly. However, due to a systems 
error in payment processing on the 
back end, the provider was paid 
more than the authorized amount.

Would this be considered an 
error for this review?

No. The systems error occurred 
after eligibility determination.

Example 2

The worker entered income into 
the computer, but due to a 
systems glitch, a copay was not 
assigned to the case. The subsidy 
was authorized without a copay.

Would this be considered an error 
for this review?

Yes. The systems error occurred 
during eligibility determination.
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Purpose and Scope of Reviews (cont’d)

Example 3

The client’s income decreased in May. 
They did not report this change until 
September. The sample month was 
July.

Would this be considered an error 
for this review?

No. The change in income would 
not have been known to the 
eligibility agency at the time of the 
sample month.

Example 4

The client’s income decreased in May. 
The client reported it then. The eligibility 
worker did not adjust anything in the 
case record. The sample month was July.

Would this be considered an error for 
this review?

Yes. the eligibility agency had the 
required information but failed to act.



8888

Column-By-
Column 
Instructions 
(Elements 
100-410)
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Column 1 Instructions (100-410)

Reviewers read the boilerplate 
to identify the requirements 
for the element, and how the 
information in the case file 
will show compliance with the 
requirements.

Do not add any comments or 
analysis to Column 1.
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ELEMENTS OF ELIGIBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

100 APPLICATION/ 
REDETERMINATION 
FORMS

Determine whether required 
eligibility forms met all state and 
federal policies in effect during the 
sample month. Examples include (1) 
application form; (2) child care 
agreement; (3) declaration of family 
assets, as determined by a family 
member; and (4) voucher or 
certificate, if applicable.

Policy: 2101: 2-16-30

Is application complete with signature?
Yes ⬜ No ⬜

Was the parent provided written notification of 
Eligibility for Child Care Services?
Yes ⬜ No ⬜

Did the family declare that assets do not exceed 
$1,000,000?
Yes ⬜ No ⬜ N/A ⬜

Is there a certificate including the sample month 
in the case file?
Yes ⬜ No ⬜

Comments:

100 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)
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Column 2 Instructions (100-410)

All applicable items in 
Column 2 should be 
completed.

If an item is not applicable, check the “N/A” box if 
there is one, or note in the comments box.

Other uses of the 
comments box:

Recording documentation (or 
describe what was missing)

Describe how you determined 
there was an error

Show math for determining 
income, copay, need for care, 
etc.

Note anything else that was 
not captured by the items in 
Column 2
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

100 APPLICATION/ 
REDETERMINATION 
FORMS

Determine whether required 
eligibility forms met all state and 
federal policies in effect during the 
sample month. Examples include (1) 
application form; (2) child care 
agreement; (3) declaration of family 
assets, as determined by a family 
member; and (4) voucher or 
certificate, if applicable.

Policy: 2101: 2-16-30

Is application complete with signature?
Yes ⬜ No ⬜

Was the parent provided written notification of 
Eligibility for Child Care Services?
Yes ⬜ No ⬜

Did the family declare that assets do not exceed 
$1,000,000?
Yes ⬜ No ⬜ N/A ⬜

Is there a certificate including the sample month 
in the case file?
Yes ⬜ No ⬜

Comments:

100 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

X

X

X

X
Reviewer chose to leave “comments” 

box blank. Could enter additional 
information here if it would be helpful.
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

340 QUALIFYING CARE

Determine whether the number of 
hours, type of care, and provider 
payment rate authorized for the 
sample month were correct based on 
state policy.

Policies: 2101: 2-16-30
2101: 2-16-34

Hours/type of care authorized:

Were the hours/type of care correct?
Yes ⬜ No ⬜

Was the correct provider payment rate 
authorized?
Yes ⬜ No ⬜

Comments:

340 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

20 FT days

X

X

Authorized 20 FT days/month 
at preschool rate. However, 
parent schedule shows need 
for care for 12 FT days/month

Reviewer described how they 
determined there was an error.
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

400 FINANCIAL 
REQUIREMENTS

Determine whether income 
verification and calculations for 
household members were correct. 
Specify time period (e.g., based on 4 
weeks prior to application) and all 
income to be considered based on 
state policies and definitions (e.g., 
head of household employment). 
Determine whether household 
income met state requirements (e.g., 
family gross income must be within 
X percent of state’s median income), 
and whether the copayment (if any) 
was correctly applied.

Policy: 2101: 2-16-34

All required income documentation is present:
Yes ⬜ No ⬜ N/A ⬜

Total family monthly income: 
Family size:

Family met income threshold:
Yes ⬜ No ⬜ N/A ⬜

Authorized parent fee for child: 

Correct parent fee assigned:
Yes ⬜ No ⬜ N/A ⬜

Comments:

400 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

X

3 Answer the items that you can, even 
with the income information missing

$27

No income information found in 
case file. Could not determine 
whether family met income 
threshold or if copay was correct.

The reviewer described why some 
items were left blank.
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Column 3 Instructions (100-410)

Summarize the findings 
of the element, 
focusing on whether or 
not there was an error. 

No new information 
should be presented.

Column 2 comments box vs. Column 3:

Column 2 comments 
complement the 
analysis, and are not 
always required.

Column 3 
summarizes the 
findings as a whole, 
and is always 
required to be 
completed.
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

100 APPLICATION/ 
REDETERMINATION 
FORMS

Determine whether required 
eligibility forms met all state and 
federal policies in effect during the 
sample month. Examples include (1) 
application form; (2) child care 
agreement; (3) declaration of family 
assets, as determined by a family 
member; and (4) voucher or 
certificate, if applicable.

Policy: 2101: 2-16-30

Is application complete with signature?
Yes ⬜ No ⬜

Was the parent provided written notification of 
Eligibility for Child Care Services?
Yes ⬜ No ⬜

Did the family declare that assets do not exceed 
$1,000,000?
Yes ⬜ No ⬜ N/A ⬜

Is there a certificate including the sample month 
in the case file?
Yes ⬜ No ⬜

Comments:

No error 100 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

Just saying “No error” 
is sufficient here.X

X

X

X
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

340 QUALIFYING CARE

Determine whether the number of 
hours, type of care, and provider 
payment rate authorized for the 
sample month were correct based on 
state policy.

Policies: 2101: 2-16-30
2101: 2-16-34

Hours/type of care authorized:

Were the hours/type of care correct?
Yes ⬜ No ⬜

Was the correct provider payment rate 
authorized?
Yes ⬜ No ⬜

Comments:

Potential payment 
error (non-MID) due 
to wrong hours 
authorized.

340 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

Do not just repeat 
the column 3 
comments –
summarize!

20 FT days

X

X

Authorized 20 FT days/month 
at preschool rate. However, 
parent schedule shows need 
for care for 12 FT days/month
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

400 FINANCIAL 
REQUIREMENTS

Determine whether income 
verification and calculations for 
household members were correct. 
Specify time period (e.g., based on 4 
weeks prior to application) and all 
income to be considered based on 
state policies and definitions (e.g., 
head of household employment). 
Determine whether household 
income met state requirements (e.g., 
family gross income must be within 
X percent of state’s median income), 
and whether the copayment (if any) 
was correctly applied.

Policy: 2101: 2-16-34

All required income documentation is present:
Yes ⬜ No ⬜ N/A ⬜

Total family monthly income: 
Family size:

Family met income threshold:
Yes ⬜ No ⬜ N/A ⬜

Authorized parent fee for child: 

Correct parent fee assigned:
Yes ⬜ No ⬜ N/A ⬜

Comments:

MID potential 
payment error 
due to missing 
income information

400 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

Start by describing 
the type of error 

found

X

3

$27

No income information found in 
case file. Could not determine 
whether family met income 
threshold or if copay was correct.
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Column 4 Instructions (100-410)

1. No Error/Error:
code “0” for no error, 
“1” for any error

2. Missing/Insufficient
Documentation

Code “N/A” for no error

Code “Y” if element has any 
error that was caused by MID

Code “N” if element has an 
error or errors, but none were 
caused by MID

2A. Potential Improper 
Payment Error (100-
400)

Leave blank if 2 was coded as 
“N/A” or “N”

Code “Y” if item 2 was coded “Y” 
and the MID error could cause 
an IP

Code “N” if item 2 was coded 
“Y” and the MID error would 
not cause an IP



20Example 1

ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

100 APPLICATION/ 
REDETERMINATION 
FORMS

Determine whether required 
eligibility forms met all state and 
federal policies in effect during the 
sample month. Examples include (1) 
application form; (2) child care 
agreement; (3) declaration of family 
assets, as determined by a family 
member; and (4) voucher or 
certificate, if applicable.

Policy: 2101: 2-16-30

Is application complete with signature?
Yes ⬜ No ⬜

Was the parent provided written notification of 
Eligibility for Child Care Services?
Yes ⬜ No ⬜

Did the family declare that assets do not exceed 
$1,000,000?
Yes ⬜ No ⬜ N/A ⬜

Is there a certificate including the sample month 
in the case file?
Yes ⬜ No ⬜

Comments:

No error 100 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

0
NA

Item 2 was not coded 
“Y,” so 2A is left blank.

X

X

X

X
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

340 QUALIFYING CARE

Determine whether the number of 
hours, type of care, and provider 
payment rate authorized for the 
sample month were correct based on 
state policy.

Policies: 2101: 2-16-30
2101: 2-16-34

Hours/type of care authorized:

Were the hours/type of care correct?
Yes ⬜ No ⬜

Was the correct provider payment rate 
authorized?
Yes ⬜ No ⬜

Comments:

Potential payment 
error (non-MID) due 
to wrong hours 
authorized.

340 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

20 FT days

X

X

Authorized 20 FT days/month 
at preschool rate. However, 
parent schedule shows need 
for care for 12 FT days/month

1
N

Item 2 was not coded 
“Y,” so 2A is left blank.
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

400 FINANCIAL 
REQUIREMENTS

Determine whether income 
verification and calculations for 
household members were correct. 
Specify time period (e.g., based on 4 
weeks prior to application) and all 
income to be considered based on 
state policies and definitions (e.g., 
head of household employment). 
Determine whether household 
income met state requirements (e.g., 
family gross income must be within 
X percent of state’s median income), 
and whether the copayment (if any) 
was correctly applied.

Policy: 2101: 2-16-34

All required income documentation is present:
Yes ⬜ No ⬜ N/A ⬜

Total family monthly income: 
Family size:

Family met income threshold:
Yes ⬜ No ⬜ N/A ⬜

Authorized parent fee for child: 

Correct parent fee assigned:
Yes ⬜ No ⬜ N/A ⬜

Comments:

MID potential 
payment error due to 
missing income 
information

400 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

1
Y

Y

X

3

$27

No income information found in 
case file. Could not determine 
whether family met income 
threshold or if copay was correct.
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Element 410

If an error is found in 410, 
there will have been an error 
in 100-400.

The error must have been caused 
by something found in an earlier 
element – there shouldn’t be any 
“surprises” here!

Only element where you may consider 
processes that took place after 
eligibility determination

Only look at payment amount if there is a 
discrepancy between the two subsidy amounts.

Payment amounts can be affected by attendance, 
payment systems issues, etc. If this is the case, 
there may not be an improper payment.

Use “comments” box in Column 2 to describe, if 
necessary
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION (1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

410 PAYMENT

Identify the eligibility worker’s subsidy 
amount for the sample month and compare 
it to the reviewer’s subsidy amount for the 
sample month. If the amounts are the same 
there is no improper payment error. 
If the amounts are different, compare the  
reviewer’s subsidy amount to the sample 
month payment amount.

If the sample month payment was a full 
payment and was:
o greater than the reviewer’s subsidy 

amount, the difference may be an 
overpayment (improper payment).

o less than the reviewer’s subsidy amount, 
the difference may be an underpayment 
(improper payment).

Policy: 2101: 2-16-34

Eligibility worker’s subsidy amount:
$

Reviewer’s subsidy amount:
$

Difference (if applicable):
$

Sample month payment amount (if 
applicable)
$

Comments:

Overpayment of $184 
(non-MID) due to 
miscalculation of 
need for care.

410 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation

$460

$276

Copay is $0.
Child was authorized for 20 
FT days at $23/day, should 
have been authorized for 
12.This led to an overpayment 
of $184.

$184

$460

1
N
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION (1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

410 PAYMENT

Identify the eligibility worker’s subsidy 
amount for the sample month and compare 
it to the reviewer’s subsidy amount for the 
sample month. If the amounts are the same 
there is no improper payment error. 
If the amounts are different, compare the  
reviewer’s subsidy amount to the sample 
month payment amount.

If the sample month payment was a full 
payment and was:
o greater than the reviewer’s subsidy 

amount, the difference may be an 
overpayment (improper payment).

o less than the reviewer’s subsidy amount, 
the difference may be an underpayment 
(improper payment).

Policy: 2101: 2-16-34

Eligibility worker’s subsidy amount:
$

Reviewer’s subsidy amount:
$

Difference (if applicable):
$

Sample month payment amount (if 
applicable)
$

Comments:

No error 410 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

$460

$276

$184

$23

Copay is $0.
Child was authorized for 20 
FT days at $23/day, should 
have been authorized for 12.  
However, child only attended 
care for one day. No improper 
payment.

0
NA

Described why no improper 
payment was found.
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Additional 
Inquiry and 
MID Table
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Overview and Purpose of Additional Inquiry

The Additional Inquiry (AI) may 
allow (for this review) mitigation of 
potential improper payment errors 
caused by missing or insufficient 
documentation…

…through accessing state 
resources that are not typically 
included in the eligibility process.
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What Resources Can Be Used for Additional Inquiry?

Resources that are…

Within state 
agencies

Outside Lead 
Agency 
(including 
eligibility 
contractors)

Not included in 
normal eligibility 
procedures
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Questions To Ask In Your State

What do eligibility workers 
already have access to as 
part of normal verification 
procedures? 
(e.g., shared screens with 
TANF, SNAP, etc.)

Are there other systems, documents, 
and resources not part of normal 
verification procedures that we could 
possibly access? 

For example…
 Other assistance programs
 Vital records
 Foster care
 Departments of labor



30

Example 1: Blank Application Page in 100

While reviewing 
Element 100, the 
reviewer found 
that one of the 
pages from the 
application was 
blank.

The blank page 
meant some 
information was 
missing, but 
nothing that 
would make the 
case ineligible.

According to this 
state’s policy, 
the blank page 
would not result 
in an improper 
payment. 

The reviewer 
determined this 
was an error, but 
no improper 
payment.

Do not complete 
the MID Table 
for this element. 
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

100 APPLICATION/ 
REDETERMINATION 
FORMS

Determine whether required 
eligibility forms met all state and 
federal policies in effect during the 
sample month. Examples include (1) 
application form; (2) child care 
agreement; (3) declaration of family 
assets, as determined by a family 
member; and (4) voucher or 
certificate, if applicable.

Policy: 2101: 2-16-30

Is application complete with signature?
Yes ⬜ No ⬜

Was the parent provided written notification of 
Eligibility for Child Care Services?
Yes ⬜ No ⬜

Did the family declare that assets do not exceed 
$1,000,000?
Yes ⬜ No ⬜ N/A ⬜

Is there a certificate including the sample month 
in the case file?
Yes ⬜ No ⬜

Comments:

MID Administrative 
error, due to blank 
page in application.

100 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

X

X

X

X

Page 4 in application was 
blank.

Item 2A was coded “N,” 
so the reviewer would 
not complete the MID 
table for this element.

1
Y

N
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Example 2: Missing Income Information in 400

While reviewing 
Element 400, the 
reviewer found that the 
income information 
was missing from the 
case file.

The reviewer reached 
out to the local 
eligibility agency, who 
was able to provide 
the missing 
information.

The reviewer 
determined this 
element had no 
error.

Do not complete 
the MID Table for 
this element. 
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

400 FINANCIAL 
REQUIREMENTS

Determine whether income 
verification and calculations for 
household members were correct. 
Specify time period (e.g., based on 4 
weeks prior to application) and all 
income to be considered based on 
state policies and definitions (e.g., 
head of household employment). 
Determine whether household 
income met state requirements (e.g., 
family gross income must be within 
X percent of state’s median income), 
and whether the copayment (if any) 
was correctly applied.

Policy: 2101: 2-16-34

All required income documentation is present:
Yes ⬜ No ⬜ N/A ⬜

Total family monthly income: 
Family size:

Family met income threshold: 
Yes ⬜ No ⬜ N/A ⬜

Authorized parent fee for child: 

Correct parent fee assigned:
Yes ⬜ No ⬜ N/A ⬜

Comments:

No error 400 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______ Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

X

3

X

$2555

$27

X

Income information was not in 
initial casefile sent from 
contractor, but they were able to 
provide it.

This is not required to be 
included in the comments, but

may be helpful to record.

0
NA
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Example 3: Missing Application in 100

While reviewing 
Element 100, the 
reviewer found that 
the entire 
application was 
missing

According to this 
state’s policy, the 
missing application 
would result in an 
improper payment

Since the application 
is unique to the 
Lead Agency, there 
is no AI that the 
reviewer could 
conduct.

Columns 2-5 of the 
MID Table should 
be completed for 
this element
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

100 APPLICATION/ 
REDETERMINATION 
FORMS

Determine whether required 
eligibility forms met all state and 
federal policies in effect during the 
sample month. Examples include (1) 
application form; (2) child care
agreement; (3) declaration of family 
assets, as determined by a family 
member; and (4) voucher or 
certificate, if applicable.

Policy: 2101: 2-16-30

Is application complete with signature?
Yes ⬜ No ⬜

Was the parent provided written notification of 
Eligibility for Child Care Services?
Yes ⬜ No ⬜

Did the family declare that assets do not exceed 
$1,000,000?
Yes ⬜ No ⬜ N/A ⬜

Is there a certificate including the sample month 
in the case file?
Yes ⬜ No ⬜

Comments:

MID payment error 
due to missing 
application

100 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

X

X

X

X

Missing application.

1
Y

Y
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1 2 3 4 5 6 7 8 9

Element Describe 
documentation that 
was missing or 
insufficient

Dollar amount of 
potential improper 
payment

Is there an 
additional inquiry 
that can be made to 
mitigate the 
potential improper 
payment error?

0=No
1=Yes

If No, describe why 
not

(Note: After 
responding, go to 
Element 500 if there 
are no other Elements 
requiring the MID 
Table)

If Yes, describe 
additional inquiry

Was the improper 
payment mitigated 
using the additional 
inquiry?

0=No
1=Yes

Enter dollar amount 
that was mitigated

Describe how the state 
determined whether or not
the potential improper 
payment could be mitigated.

(Note: Please respond to this 
whether the potential improper 
payment was mitigated or not 
mitigated)

100 Missing 
application.

$250 0 Application 
is unique to
child care
program.

200
300

310

320

330

340

350

400

Total

If there is an MID potential 
payment error, but no AI can be 

conducted, only complete 
columns 2-5 of the MID Table
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Example 4: Missing Income Information in 400

While reviewing 
Element 400, the 
reviewer found 
that the income 
information was 
missing from the 
casefile.

The Lead Agency has 
shared screens with other 
assistance programs. The 
reviewer verified income 
information from shared 
screens with SNAP.

According to this state’s 
policies and error 
definition, this is an 
error, but no improper 
payment (in other 
states, this might not be 
an error at all).

Do not 
complete the 
MID Table for 
this element. 
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

400 FINANCIAL 
REQUIREMENTS

Determine whether income 
verification and calculations for 
household members were correct. 
Specify time period (e.g., based on 4 
weeks prior to application) and all 
income to be considered based on 
state policies and definitions (e.g., 
head of household employment). 
Determine whether household 
income met state requirements (e.g., 
family gross income must be within 
X percent of state’s median income), 
and whether the copayment (if any) 
was correctly applied.

Policy: 2101: 2-16-34

All required income documentation is present:
Yes ⬜ No ⬜ N/A ⬜

Total family monthly income: 
Family size:

Family met income threshold: 
Yes ⬜ No ⬜ N/A ⬜

Authorized parent fee for child: 

Correct parent fee assigned:
Yes ⬜ No ⬜ N/A ⬜

Comments:

MID Administrative 
error due to missing 
income information in 
case file.

400 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

X
$2555

3

X
$27

X

Paystubs missing from case file 
but verified through system.

1
Y

N
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Example 5: Missing Income Information in 400

While reviewing 
Element 400, the 
reviewer found 
that the income 
information was 
missing from the 
casefile.

The Lead Agency 
does not have 
shared screens 
with other 
programs.

The reviewer 
reached out to 
SNAP worker who 
provided missing 
information.

This is an Additional Inquiry.

This would be considered an 
error, not no improper payment 
due to mitigation from the AI.

Complete columns 2-4 and 6-9 
of the MID Table for this 
element. 
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

400 FINANCIAL 
REQUIREMENTS

Determine whether income 
verification and calculations for 
household members were correct. 
Specify time period (e.g., based on 4 
weeks prior to application) and all 
income to be considered based on 
state policies and definitions (e.g., 
head of household employment). 
Determine whether household 
income met state requirements (e.g., 
family gross income must be within 
X percent of state’s median income), 
and whether the copayment (if any) 
was correctly applied.

Policy: 2101: 2-16-34

All required income documentation is present:
Yes ⬜ No ⬜ N/A ⬜

Total family monthly income: 
Family size:

Family met income threshold:
Yes ⬜ No ⬜ N/A ⬜

Authorized parent fee for child: 

Correct parent fee assigned:
Yes ⬜ No ⬜ N/A ⬜

Comments:

MID potential 
payment error due to 
missing income 
information

400 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

X

3

$27

No income information found in 
case file. Could not determine 
whether family met income 
threshold or if copay was correct.

1
Y

Y
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1 2 3 4 5 6 7 8 9

Element Describe 
documentation that 
was missing or 
insufficient

Dollar amount of 
potential improper 
payment

Is there an 
additional inquiry 
that can be made to 
mitigate the 
potential improper 
payment error?

0=No
1=Yes

If No, describe why 
not

(Note: After 
responding, go to 
Element 500 if there 
are no other Elements 
requiring the MID 
Table)

If Yes, describe 
additional inquiry

Was the improper 
payment mitigated 
using the additional 
inquiry?

0=No
1=Yes

Enter dollar amount 
that was mitigated

Describe how the state 
determined whether or not
the potential improper 
payment could be mitigated.

(Note: Please respond to this 
whether the potential improper 
payment was mitigated or not 
mitigated)

100

200
300

310

320

330

340

350

400 Missing 
paystubs

$250 1 Contacted 
SNAP 
worker

1 $250 SNAP provided 
missing income 
information

Total
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ELEMENTS OF ELIGBILITY & 
PAYMENT DETERMINATION 

(1)

ANALYSIS OF CASE RECORD (2) FINDINGS (3) RESULTS (4)

400 FINANCIAL 
REQUIREMENTS

Determine whether income 
verification and calculations for 
household members were correct. 
Specify time period (e.g., based on 4 
weeks prior to application) and all 
income to be considered based on 
state policies and definitions (e.g., 
head of household employment). 
Determine whether household 
income met state requirements (e.g., 
family gross income must be within 
X percent of state’s median income), 
and whether the copayment (if any) 
was correctly applied.

Policy: 2101: 2-16-34

All required income documentation is present:
Yes ⬜ No ⬜ N/A ⬜

Total family monthly income: 
Family size:

Family met income threshold:
Yes ⬜ No ⬜ N/A ⬜

Authorized parent fee for child: 

Correct parent fee assigned:
Yes ⬜ No ⬜ N/A ⬜

Comments:

MID potential 
improper payment 
error due to missing 
paystubs, mitigated 
through Additional 
Inquiry.

400 RESULTS

1. _____ No Error / Error

2. ______ Missing/ 
Insufficient 
Documentation (If “Y” is 
coded, answer 2A)

2A. ______Potential 
Improper Payment Error 
(If “Y” is coded, use the 
MID  Table)

X
$2555

3

X
$27

X

Paystubs missing from case file 
but verified through Additional 
Inquiry.

Update columns 2 and 3 
with any new information 

following AI.

Leave column 4 as is

1
Y

Y
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Special AI/MID Table Scenarios

More than one element 
has a MID potential 
payment error

Fill out MID 
Table for each 
applicable 
element

Ensure “Totals” 
row represents 
findings for 
case as a whole

Refer to 
handout or 
request TA

Multiple MID potential 
payment errors in one 
element

Add rows to the 
MID table, 
consider each 
error separately

Request TA

MID error is only 
partially mitigated Request TA
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Element 500 
Instructions
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Element 500 Instructions

Column 1

Summarize the 
whole case, focusing 
on whether there 
was an error. Cite 
elements with errors.

Column 2

Code findings for the whole case
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Example 1: One Error, No Improper Payment

Example 1

FINDINGS (1) RESULTS (2)

500 CASE SUMMARY

See element 340 – need for care 
overauthorized (20 FT days, should have 
been 12). Since child only attended one 
day there was no improper payment (see 
element 410). No errors in any other 
element. 

500 RESULTS
1. ______ No Error / Error

2. ______ Missing/ Insufficient Documentation 
2A. ______ Number of MID potential improper payment errors identified
2B. ______ Total amount of MID potential improper payment errors
2C. ______ Number of times an additional inquiry was used
2D. ______ Number of times the additional inquiry mitigated the potential 

improper payment error
2E. ______ Total amount of improper payments mitigated
3.   ______ Overpayment / Underpayment

4.   ______ Total Amount of Improper Payment

5.   ______ Total Payment Amount for Sample Month

1
N
0

NA
$0
$23
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Example 2: Potential MID IP Error Was Mitigated

Example 2

FINDINGS (1) RESULTS (2)

500 CASE SUMMARY

See element 340 – need for care 
overauthorized (20 FT days, should have 
been 12). Since child only attended one 
day there was no improper payment (see 
element 410). No errors in any other 
element. 

500 RESULTS
1. ______ No Error / Error

2. ______ Missing/ Insufficient Documentation 
2A. ______ Number of MID potential improper payment errors identified
2B. ______ Total amount of MID potential improper payment errors
2C. ______ Number of times an additional inquiry was used
2D. ______ Number of times the additional inquiry mitigated the potential 

improper payment error
2E. ______ Total amount of improper payments mitigated
3.   ______ Overpayment / Underpayment

4.   ______ Total Amount of Improper Payment

5.   ______ Total Payment Amount for Sample Month

1
Y
1

$250
1
1

$250
NA
$0

$250
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Example 3: Multiple Errors, No Improper Payment

Example 3

FINDINGS (1) RESULTS (2)

500 CASE SUMMARY

Element 100 – MID administrative error 
due to one page in the application being 
blank.

Element 340 – need for care 
overauthorized (20 FT days, should have 
been 12). Since child only attended one 
day there was no improper payment (see 
element 410). No errors in any other 
element. 

500 RESULTS
1. ______ No Error / Error

2. ______ Missing/ Insufficient Documentation 
2A. ______ Number of MID potential improper payment errors identified
2B. ______ Total amount of MID potential improper payment errors
2C. ______ Number of times an additional inquiry was used
2D. ______ Number of times the additional inquiry mitigated the potential 

improper payment error
2E. ______ Total amount of improper payments mitigated
3.   ______ Overpayment / Underpayment

4.   ______ Total Amount of Improper Payment

5.   ______ Total Payment Amount for Sample Month

1
Y
0

NA
$0
$23
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Example 4: Multiple Errors, Improper Payment

Example 4

FINDINGS (1) RESULTS (2)

500 CASE SUMMARY

Element 100 – MID administrative error 
due to one page in the application being 
blank.

Element 340 – need for care 
overauthorized (20 FT days, should have 
been 12). 
This resulted in a partial overpayment of  
$184 (see element 410). 

500 RESULTS
1. ______ No Error / Error

2. ______ Missing/ Insufficient Documentation 
2A. ______ Number of MID potential improper payment errors identified
2B. ______ Total amount of MID potential improper payment errors
2C. ______ Number of times an additional inquiry was used
2D. ______ Number of times the additional inquiry mitigated the potential 

improper payment error
2E. ______ Total amount of improper payments mitigated
3.   ______ Overpayment / Underpayment

4.   ______ Total Amount of Improper Payment

5.   ______ Total Payment Amount for Sample Month

1
N
0

O
$184
$460
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Next Steps
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Starting Reviews

We will hold a joint 
case review with 
your team after 
about three 
months of your 
reviews have been 
completed.

Your regional 
office program 
specialist and 
NCSIA error rate 
specialist will 
check in with you 
on your progress.

(Optional) After 
starting reviews, 
you can send your 
error rate 
specialist a few 
completed 
worksheets to 
ensure coding is 
correct.
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Other TA Resources

NCSIA’s Error Rate Resources website 
contains links to past webinars and general 
information on the error rate review process

https://childcareta.acf.hhs.gov/resource/
ccdf-error-rate-review-resources-0

Look for more 
resources to be 
posted in the future.

Reach out to your NCSIA 
error rate specialist for any 
TA before then!

Next webinar: Spring 2020

https://childcareta.acf.hhs.gov/resource/ccdf-error-rate-review-resources-0
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Questions and 
Open Discussion
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Thank you!
Jenna Broadway, Region VII: jbroadway@wrma.com
Leigh Ann Bryan, Region I and Puerto Rico: lbryan@wrma.com
Katie Watts, all other regions: kwatts@wrma.com

mailo:jbroadway@wrma.com
mailto:bryan@wrma.com
mailto:kwatts@wrma.com
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