
GSA Subsidy 

Administration Section 

Child Care Provider 

Subsidy Enrollment 

The GSA Subsidy Administration Section currently administers Fee Assistance/Child Care Subsidy 

Programs on behalf of: 

 U.S. Coast Guard

 General Services Administration

 National Park Service

 U.S. Customs and Border Protection

Each program is unique and the guidelines for administration are set forth by the Agency offering the 

Child Care Benefit.    

Providers who wish to participate in the Child Care Subsidy Programs administered by the GSA Subsidy 

Administration Section must meet one of the requirements as set forth below: 

 Be State Licensed

 Be Registered

 Be Accredited

Application Process 

To apply to become a qualifying child care provider and have your program information listed on the 

GSA website, the following documents must be submitted to the GSA Subsidy Administration Section for 

processing: 

I) Fee Assistance Provider Application – CC Form 2014-02

II) Provider Statement of Understanding must be completed, signed by a representative of the

child care program and returned to the GSA.  By signing and returning this document, the

child care program certifies their understanding of the guidelines as set forth for by the

program in which they will be participating.

III) Copy of state license (as applicable)

IV) Copy of registration certificate (as applicable)

V) Copy of valid National Accreditation certificate (as applicable)

VI) Copy of your most recent posted child care rates

Please include the Provider Application Check List 2014-14 to ensure all required documents are 

submitted to the GSA for processing.  Applications submitted that do not contain all the required 

documents will be declined if the missing documentation is not received by the GSA after within 30 days 

of the initial submission. 

GSA Subsidy Administration Section 

2300 Main Street – 2SE, KCMO 64108 

Tel: (866) 508-0371   Fax: (816) 823-5499 

childcareprovider@gsa.gov 

  CC 2013-03 



GSA Subsidy 

Administration Section 

Child Care Provider 

Subsidy Enrollment 

Overview of application process, eligibility determination and participation in the program: 

 Application and information submitted to the GSA

 The GSA will review the documents submitted to determine which child care program or

programs you may be eligible to participate

 Child Care Provider will be informed of their eligibility and if approved will include a welcome

letter

 As Families enroll in your program, you will complete the Family Enrollment Form 2015-01 which

is included in each Family’s application package and return directly to the Family or to the GSA

 For Families that enroll in your child care program and apply for a Child Care Subsidy Benefits,

the center will receive a benefit determination letter once the Family’s application has been

received and processed

 For Families enrolled in your program and are approved to receive  a Child Care Subsidy, you

will be required to submit Invoice and Attendance Forms each month to the GSA Subsidy

Administration Section in order to receive Child Care Subsidy Benefit payments

 In the event that the Family’s attendance or rate changes, you must inform the GSA Subsidy

Administration Section immediately to ensure that the Families cases are updated accordingly

 You must continue to remain licensed and/or accredited and supply the GSA with updated

documentation in order to support your continued eligibility in the program

 Any change to your child care program to include but not limited to the following must be

reported to the GSA Subsidy Administration Section for review and possible action as applicable:

Change in licensing and/or accreditation; rates; ownership, payment information to include

banking/EFT updates, a child’s rate and/or attendance, etc.

All questions on eligibility should be addressed to the GSA Subsidy Administration Section at 

childcareprovider@gsa.gov or (866) 508-0371 (Option 2) to speak to a Provider Representative. 

Please complete and submit all required documents to the GSA Subsidy Administration Section via 

one of the options:  

Fax:  (816) 823-5432
Email:  childcareprovider@gsa.gov 

GSA Subsidy Administration Section 

2300 Main Street – 2SE, KCMO 64108 

Tel: (866) 508-0371   Fax: (816) 823-5499 

childcareprovider@gsa.gov 

  CC 2013-03 



GSA – Subsidy Administration Section 
2300 Main Street – 2SE, KCMO 64108 

Tel: (866) 508-0371   Fax: (816) 823-5499 
   childcareprovider@gsa.gov 

 CC 2014-14 

GSA Subsidy 

Administration Section 

Application Checklist for  

Child Care Provider 

Printed Name of Child Care Center/Program: ______________________________________ 

Corporate Name if applicable: __________________________________________________ 

State in which your program operates: ____________________________ 

Program is Licensed:   _____Yes    _____No   Expiration Date:  _______________________ 

Program is Registered:   _____Yes    _____No   Expiration Date:  ______________________ 

Program is Accredited:  _____Yes   _____No   Expiration Date: _______________________ 

__________Provider Application GSA CC Form 2014-02  

__________Provider Statement of Understanding CC Form 2015-18 

__________Copy of your most current rate sheet 

__________Copy of your qualifying Child Care Provider’s license (as applicable)  

__________Copy of your Registration Certificate/Letter (as applicable)   

__________Letter/Certificate of Accreditation (as applicable)   

The forms and documents listed above are required for a standard application in order to 

determine a Child Care Provider’s eligibility to become a GSA approved Provider. 

Please note that additional documents and/or information may be required in order to determine 
your eligibility. 

Fax:  (816) 823-5432 

Scan and email to:  childcare@gsa.gov 
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Sunday Monday Tuesday Wednesday Thursday Friday Saturday

January

February

March

April

May

June

July

August

September

October

November

December

Licensing Body

Accrediting Body

Registering Body

Y        N

2300 Main St - 2SE, KCMO 64131

Tel: (866) 508-0371  Fax: (816) 926-3642

Provider Application CC 2014-02

Center/Program is Licensed:               Y            N

Type of Child Care Program: Family Child Care (FCC) Child Care Center Federally Sponsored Child Development Center (CDC)

Section I - Provider Information

Name of Qualifying Provider Tax Identification Number

Center/Program is Accredited:           Y             N Expiration Date

Section III - License / Accreditation / Certification Information

Doing Business As (DBA) if applicable Center email address #1

Center email address #2

Physical Address Center email address #3

Background Ground Checks Complete:

U.S. General Services Administration

childcareprovider@gsa.gov

Center/Program is Registered:          Y              N Expiration Date

Number of Children Authorized to be in your care:

Expiration Date

Inspection Report - Date Center/Program was Inspected

U.S. General Services Administration

Total Hours of Operation per 

Week

Hours of Operation

Phone Number #1

Section II - Hours / Business Operation

Corporate Address if applicable Phone Number #2

Fax Number

External Services Branch (B1)

Subsidy Administration Section

Center Primary Contact Title

Center Secondary Contact Title

Application to Become a Qualifying Child Care Provider for the GSA Subsidy Administration Program

Applications that are not fully completed or do not contain the information below cannot be processed.  By completing this form, you attest that the information is true and accurate.

Regularly Scheduled Dates of Closure - Please list all Applicable Dates



Age Group / Type of 

Care
0 - 12 Months 13 - 24 Months 2 Years 3 - 5 Years

School Age (Before, 

After & Before & After 

School Care)

Full Day - School 

Age
Summer Camp

Enrollment Fee

Registration Fee

Hourly Cost

Daily Cost

Weekly Full Time

Weekly Part Time

Monthly (Weekly 

Cost X 4.33)

Monthly 4/5 Week

Multiple Child Discount:  Yes No
Provide discount information:________________________________________________________

Does your program charge any other fees that are not listed above?  If so please list the fee, frequency and amount below

Account Number

Account Type Checking Savings

2300 Main St - 2SE, KCMO 64131

Tel: (866) 508-0371  Fax: (816) 926-3642

CC 2014-02

childcareprovider@gsa.gov

Privacy Act Statement

U.S. General Services Administration

Public Law 104-134 (April 26, 1996) requires that any person doing business  with the Federal Government furnish a Social Security Number or Tax Identification Number (TIN).  This is an amendment to 

Title 31, Section 7701.  The primary use of information regarding family income (copies of pay statements and tax returns), name of current child care provider, copies of provider's license, letter of 

Accreditation, statement of compliance, and information about other child care subsides is also used to determine eligibility for Fee Assistance.  Disclosure of the above information is voluntary, but 

failure to provide all of the requested information may result in the denial of your application.

Does your program offer any other type of discount?  If yes, please explain, otherwise "N/A":

Date of Certification (MM/DD/YYYY)

Section VI - Certification of Child Care Provider 

I understand that it is a Federal crime under United States Code (USC) 18, Section 1001, to make a false statement on this form.  If I make a false statement, I understand that I may required to reimburse 

the Army for any Army Fee Assistance payments that were issued based upon false information.

Misrepresentation or falsifying this information may subject the individual to prosecution under applicable State and Federal Laws.

Signature of Child Care Provider

Section V- Payment Information

Army Fee Assistance Payment Options and Authorization Information

Section IV - Program Rates & Fees

The rates listed below should be your standard rates for each independent child.  The actual rate that you charge a family who is enrolling in Army Fee Assistance will be provided to the GSA on the 

enrollment form your program will receive once you are certified as a qualifying child care provider by the GSA Subsidy Administration Section

Option 1) Direct Deposit or Electronic Funds Transfer (EFT) is the most efficient and cost effective method for providers to receive payment.

Application to Become a Qualifying Child Care Provider for the GSA Subsidy Administration Program - Page 2

If Billing is based upon 4/5 Week Month, please indicate day of week billing is based upon:      Monday      Tuesday      Wednesday      Thursday      Friday

U.S. General Services Administration 
External Services Branch (B1) 

Subsidy Administration Section

I certify that the above information is true and correct to the best of my knowledge and by completing this application I authorize the GSA to post my child care program on their website as a qualifying 

child care provider and will accept families who apply to use my program based upon my occupancy and the number of children that the center is authorized for which care can be provided.

If your program charges an enrollment, registration fee, etc. are the fees a One Time Charge or Annual?

Name of Financial Institution

Financial Institution Routing Number

Option 2) Payment via U.S. Treasury Check may be authorized under special circumstance and requires a written request providing a valid reason which will be reviewed to 

determine if this option is possible. In order to be considered for this option, you must provide in the space below a valid reason why you feel that payment via direct deposit is 

not an option for you.



GSA Child Care Subsidy Programs Provider Statement of Understanding 

____________________________________________________________________________________________ 

___________________________________________________________________________________________ 

GSA administers the following Child Care Subsidy Programs:  U.S. Coast Guard (USCG), General Services 

Administration (GSA), National Park Service (NPS) and the U.S. Customs and Border Protection (CBP). 

 Members/Employees are eligible for Child Care Subsidy Benefit Payments only if/when their application has been 

approved; therefore they are financially responsible for all child care costs until the Member/Employee and Provider have been 
notified via email that a Child Care Subsidy Benefit has been awarded. 

 A Family participating in other subsidy or Fee Assistance programs may be eligible for a Child Care Subsidy through the 

GSA; however the benefit authorized by the GSA is calculated after these discounts have been applied to the standard 
rate. 

 Invoices must be properly completed, signed and submitted to the GSA Subsidy Administration Section on a monthly 

basis in order for Child Care Subsidies to be paid. 

 Any change to a Family’s cost for any reason must be reported in advance of the change to the GSA Subsidy 

Administration Section as soon it has been identified.  Failure to properly report this information to the GSA may result in an 
underpayment or overpayment of benefits and possible repayment of benefits to the GSA should an overpayment be 
identified. 

 If your current standing with your state child care licensing authority changes or is revoked, you must report this 

information to the GSA Subsidy Administration Section immediately. 

 By accepting a GSA issued Child Care Subsidy Benefit, you attest that you will continue to maintain a current license, letter 

of accreditation or registration based upon the licensing criteria as set forth by the state in which you operate your child care 
program. In the event that your program is exempt from licensure, you certify that you will continue to abide by the state 
statute that exempts your program. 

 As an approved qualifying child care Provider, you agree to provide any and all information requested by the GSA 

Subsidy Administration Section in order to check the validity of all documents related to your application, payment, 
eligibility, and child care rates, invoices/attendance records and/or Family Account Statements as needed for auditing 
purposes. 

 Due to the variation of oversight and regulation in different states and based upon official Child Care Subsidy guidance, 

the GSA Subsidy Administration Section reserves the right to determine which types of child care Providers in each state 
meet the minimum eligibility requirements for participation in a Child Care Subsidy Program. 

 Any program policy infraction to include but not limited to providing incorrect child care cost, knowingly or unknowingly 

which causes an overpayment of a Child Care Subsidy Benefit may result in disqualification from the program.  In addition 
repayment of monies received due to this misrepresentation will be required. 

 Fraudulent statements will result in loss of the benefit and/or repayment of the amount of the benefit. 

I have received, read and fully understand and agree to the conditions and requirements stated above. I further understand that 
failure to comply may result in disqualification from participation in Child Care Subsidy Programs administered by the GSA. 

_______________________________________          ______________________________________   ____________ 

Printed Name of Child Care Provider 

Site Address    City  State     Zip 

Printed Name of Program Official         Signature of Program Official     Date 

Please sign, date and return this form to the GSA Subsidy Administration Section with your application package.  
Child Care Providers should retain a copy of the GSA Provider Handbook and the Statement of Understanding for 

their records and future reference. 

U.S. General Services Administration 

2300 Main St - 2SE, KCMO 64108 

Tel: (866) 508-0371 Fax: (816) 823-5499 

childcareprovider@gsa.gov 
CC 2015-18 
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GSA Administered Child Care Subsidy Programs Provider Handbook 

Table  of Conte nts

 De partme nt/ Age nc y Child Care  Subsidy Programs Administe re d by the  GSA 

 Introduc tion 

 Re quire me nts for Child Care  Provide rs 

 Program Re sponsibilitie s 

 Provide r Re sponsibilitie s 

 Family Child Care  

 Ce nte r Base d Child Care  

 Fe de ral Base d Child Care  

 Pare nt Re sponsibilitie s 

 GSA Subsidy Administration Se c tion Re sponsibilitie s as the  Third Party Administrator 

 De partme nt/ Age nc y Re sponsibilitie s 

 Child Care  Qualific ations:  Full Time  VS Part Time  

 Child Care  Subsidy Be ne fit Important Fac ts 

 Re gistration/ Program Fe e s 

 Child Care  Subsidy Program Billing / Payme nt Proc e ss 

 Payme nt Options 

 Sample  Payme nt Notific ation 

 State me nt of Unde rstanding* 

*This page  must be  c omple te d, signe d and re turne d to the  GSA Subsidy Se c tion to ac tivate  your 

program as a qualifying c hild c are  Provide r who is e ligible  

to re ce ive  Child Care  Subsidy Be ne fits. 

How to c ontac t us: 

Ge ne ra l Se rvic e s Administration (GSA) 

Subsidy Administration Se c tion 

2300 Main Stre e t—2SE 

Kansas City, MO  64108 

Phone :  866- 508- 0371 

Fax: 816- 823- 5445 

Email: c hildc are provide r@gsa .gov 
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De partme nt/ Age nc y Child Care  Subsidy Progra ms Administe re d by the  GSA: 

 U.S. Co a st Gua rd  (USCG) - Me mb e rs must b e  in a n Ac tive  Duty Sta tus to  q ua lify 

 Ge ne ra l Se rvic e s Administra tio n (GSA) - Emplo ye e  must b e  a  fe d e ra l e mplo ye e , 

c o ntra c to rs do  no t q ua lify 

 Na tio na l Pa rk Se rvic e  (NPS) - Emplo ye e  must b e  a  fe d e ra l e mplo ye e , c o ntra c to rs d o  

no t q ua lify 

 U.S. Custo ms a nd  Bo rd e r Pro te c tio n (CBP) - Emplo ye e  must b e  a  fe d e ra l e mplo ye e , 

c o ntra c to rs do  no t q ua lify 

Introduc tion 

The  C hild  C a re  Sub sid y Pro g ra m s tha t the  G SA Sub sid y Ad m inistra tio n Se c tio n 

a d m iniste rs w e re  c re a te d  to  a ssist Me m b e rs/ Em p lo ye e s a nd  inc o m e  q ua lifie d  

Fe d e ra l Em p lo ye e s w ith the  c o st o f c hild  c a re . O n c e  a  M e m b e r/ Em p lo y e e  

is  a p p ro v e d  f o r C h i ld  C a re  Su b s id y  ( C C S)  Be n e f it s ,  t h e  

p ro g ra m  a l lo w s  t h e  Fa m ily  to  pa y re d uc e d  c hild  c a re  c o sts. Child  Ca re  

Pro vide rs thro ug ho ut the  Unite d  Sta te s a nd  Pue rto  Ric o  who  me e t the ir sta te ’ s lic e nsing , 

re g istra tio n o r Ac c re d ita tio n rule s ma y q ua lify to  b e c o m e  a  p a rtic ip a ting  p ro vid e r 

e lig ib le  to  re c e ive  C hild  C a re  Sub sid y Be ne fits fo r e lig ib le  Fa m ilie s. Pro vid e rs a nd  

Pa re nts must a p p ly via  the  G e ne ra l Se rvic e s Administra tio n (G SA) a nd  e a c h p a rty’ s 

e lig ib ility will be determined b a se d  upon the  Member’s Department/Employee ’s Agenc y’s 

program guide lines. 

 Me mb e rs/  Emplo ye e s a re  fina nc ia lly re spo nsib le  fo r all c hild  c a re  c o sts until the y 

ha ve  b e e n no tifie d  via  e ma il o f the ir a ppro va l fo r a   CCS b e ne fit.  (Ple a se  no te  tha t 

no t a ll Me mb e rs/ Emplo ye e s who  a pp ly fo r a  Child  Ca re  Sub sidy Be ne fit a re  

a ppro ve d ). 

 Me mb e rs/ Emplo ye e s a re  re q uire d  to  pa y a  po rtio n o f the ir c hild  c a re  c o sts d ire c tly 

to  the ir c hild  c a re  pro vide r o nc e  a ppro ve d  fo r a  CCS Pro g ra m Be ne fit 

 The  pa re nt ra te  (pa re nt’ s 

po rtio n) a nd  the  a mo unt 

o f the  Child Care  Subsidy 

Be ne fit will e q ua l the  to ta l 

Pro vide r ra te . 

GSA Administered Child Care Subsidy Programs Provider Handbook 
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GSA Administered Child Care Subsidy Programs Provider Handbook 

Re quire me nts for Child Care  Provide rs 

Child  Ca re  Pro vide rs must me e t o ne  o f the  fo llo wing  re q uire me nts: 

 Be State licensed, or 

 Be Registered in the state in which your Child Care Program operates, or 

 Be Accredited  

Child Care  Pro vide rs have  30 days to  c o mple te  the  applic atio n pro c e ss fro m the  date  

o f submissio n o f the ir first do c ume nt. 

Care  pro vide d in the  ho me  whe re  the  Family/c hild re side s is not autho rize d unde r any 

Child Care  Subsidy Pro gram guide line s. 

Program Re sponsibilitie s 

Onc e  yo u de te rmine  tha t yo u ma y q ua lify fo r p a rtic ipa tio n b a se d  upo n the  c rite ria  a b o ve , yo u 

ma y a pp ly to  b e c o me  a  q ua lifying  Child  Ca re  Pro vide r unde r the  Child  Ca re  Sub sidy Pro g ra ms 

(CCSP) tha t the  GSA a dministe rs.  The  re spo nsib ilitie s liste d  b e lo w a re  to  e nsure  tha t Child  Ca re  

Sub sidy b e ne fit Pro g ra m g uide line s a re  a dhe re d  to  b a se d  upo n the  inte nt o f the se  pro g ra ms. 

The  re spo nsib ilitie s fo r e a c h pa rty a re  o utline d  b e lo w. 

Provide r Re sponsibilitie s: 

1) All pro vide rs must me e t the  Child  Ca re  lic e nsing  a nd / o r Ac c re d ita tio n re q uire me nts

fo r the  type  o f c hild  c a re  b usine ss the y o pe ra te  in o rde r to  po te ntia lly b e c o me  a

q ua lifying  Child  Ca re  Pro vide r unde r the  CCSP’ S tha t the  GSA a dministe rs.  The

fo llo wing  type s o f c hild  c a re  pro g ra ms a re  a c c e pte d  unde r e a c h o f the  pro g ra m

g uide line s:

Family Child Care : 

Fa mily c hild  c a re  is ho me -b a se d  c a re  pro vide d  fo r a  po rtio n o f the  da y in a  

priva te  Fa mily ho me  fo r c o mpe nsa tio n o n a  re g ula r, o ng o ing  b a sis a nd  must b e  

inha b ite d  b y the  Fa mily/ ind ividua l tha t is pro vid ing  c a re .  Sta te s limit the  pro vide r's 

ho urs o f o pe ra tio n a nd  numb e r o f c hild re n who  c a n b e  c a re d  fo r in a  ho me  

e nviro nme nt.  Fa mily c hild  c a re  pro vide rs must b e  lic e nse d  b y the  sta te  a nd  the  

c a re  pro vide rs must ha ve  b a sic  tra ining  in first a id , sa fe ty, a nd  c hild  c a re , c hild  

a b use  a nd  ne g le c t p re ve ntio n.   

Ce nte r Base d Child Care : 

Co mme rc ia l c hild  c a re  c e nte rs/ da y c a re  c e nte rs pro vide  c hild  c a re  in a  g ro up  

se tting  fo r a  se t numb e r o f ho urs a nd  pro vide  sta nda rd ize d  a nd  re g ula te d  c a re . 

The re  a re  p la nne d  e duc a tio na l a c tivitie s a nd  c hildre n ma y b e  g ro upe d  b y a g e  o r 

p la c e d  in mixe d  a g e  g ro up ing s. Da y c a re  c e nte rs a re  lic e nse d  to  pro vide  c a re  fo r 

infa nts, to dd le rs, a nd / o r pre -sc ho o l a g e  a nd  the y a re  usua lly o pe n a ll da y.  

Cla sse s a re  usua lly la rg e st in this type  o f c a re ; ra tio s o f c hild re n to  a dult c a re g ive rs 

will va ry a c c o rd ing  to  sta te  lic e nsing  re q uire me nts.  
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Provide r Re sponsibilitie s: (c ontinue d) 

Fe de ral Base d Child Care : 

So me  Fe de ra l a g e nc ie s spo nso r o n-site  c hild  c a re  c e nte rs fo r the ir e mplo ye e s 

a nd  fa milie s se e king  to  use  this type  o f c hild  c a re .  The  spa c e  a t fe de ra l c hild  

c a re  c e nte rs ma y b e  a va ila b le  to  no n-fe de ra l e mplo ye e s ho we ve r, prio rity fo r 

c hild  c a re  se rvic e s will b e  g ive n to  fe de ra l e mplo ye e s.   

Ple a se  no te  tha t the  U.S. Co a st Gua rd  Child  Ca re  Sub sidy Pro g ra m b e ne fit 

o ffe re d  thro ug h the  GSA is no t a va ila b le  to  Me mb e rs who  a re  using  a  USCG 

Child  De ve lo pme nt Ce nte r (CDC) o r a  De pa rtme nt o f De fe nse  (DOD) Child  

De ve lo pme nt Ce nte r a s the  Me mb e r is c urre ntly pa ying  c hild  c a re  ra te s tha t 

a re  c o mpa ra b le  o r e q ua l to  this pro g ra m b e ne fit.  

2. Me e t pro g ra m rule s a nd  re q uire me nts in o rde r to  re c e ive  a  Child  Ca re  Sub sidy

Be ne fit.

3. Ke e p  c o mple te  a nd  a c c ura te  a tte nd a nc e  re c o rds a c c o rd ing  to  lic e nsing  a nd

a c c re d ita tio n   re g ula tio ns a nd / o r c o ntra c t re q uire me nts.  Ma inta in re c o rds fo r

future  re fe re nc e  a s ne e de d .

4. Bill fo r the  Child  Ca re  Sub sidy using  the  d ire c tio ns a nd  invo ic e / a tte nda nc e  fo rm a s

pro vide d  o n o r a fte r the  15th o f e ve ry mo nth.

5. Sub mit to  the  pro g ra m a dministra to r (GSA), a ny c ha ng e s/ upda te s to  sta tus a s a

lic e nse d  a nd / o r a c c re d ite d  c hild  c a re  pro vide r.

6. Pro vide  time ly no tific a tio n if/ whe n a  Me mb e r/ Emplo ye e ’ s c hild  o r c hildre n ha ve  le ft

c a re .

7. Pro vide  no tific a tio n if/ whe n a  Me mb e r/ Emplo ye e ’ s c hild ’ s ra te  a nd / o r a tte nda nc e

c ha ng e s no  la te r tha n 15 da ys prio r to  the  c ha ng e .

8. Pro vide rs ma y sub mit one  rate  c ha ng e  pe r ye a r a nd  will b e  re q uire d  to  no tify the

GSA a t    le a st 15 da ys prio r to  the  e ffe c tive  da te  o f the  c ha ng e .  Fa ilure  to  pro mptly

re po rt upda te s  a nd / o r c ha ng e s to  yo ur c hild  c a re  ra te s ma y re sult in a n o ve r o r

unde rpa yme nt.  Add itio na l ra te  c ha ng e s no t a sso c ia te d  with a n a tte nda nc e

c ha ng e  o r whe n the  c hild  a g e s up  will no t b e  pro c e sse d .

9. Must sub mit Invo ic e  & Atte nda nc e  re c o rds to  the  GSA tha t a re  pro pe rly c o mple te d

a nd    sig ne d  b y b o th the  Me mb e r/

Emplo ye e , Spo use  o r POA a lo ng  with a

re pre se nta tive  o f the  c hild  c a re  c e nte r

fo r pa yme nt o n o r a fte r the  15th o f

e ve ry mo nth.  Invo ic e s no t pro pe rly

c o mple te d  a nd  sub mitte d  to  the  GSA

within 3 mo nths o f the  pe rio d  o f

se rvic e , will b e  c o nside re d  vo id  a nd

will no t b e  ho no re d  fo r pa yme nt.  In

situa tio ns whe re  invo ic e s a re  no t

sub mitte d  within 3 mo nths o f the

se rvic e  pe rio d , the  Pro vide r will b e  he ld

fina nc ia lly re spo nsib le  fo r the  CCS no t

pa id  a nd  is no t a utho rize d  to  b ill the

Fa mily.
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Pare nt Re sponsibilitie s: 

1. The  Me mb e r/ Emplo ye e  will b e  fina nc ia lly re spo nsib le  fo r a ll c hild  c a re  c o sts until the ir

a pp lic a tio n fo r c hild  c a re  sub sidy b e ne fits ha s b e e n a ppro ve d .

2. Co mple te  the  a pp lic a tio n pro c e ss e nsuring  tha t a ll re q uire d  fo rms ha ve  b e e n

sub mitte d  to  the  GSA in o rde r to  de te rmine  e lig ib ility.

3. Me mb e r/ Emplo ye e s ha ve  30 da ys to  c o mple te  the  a pp lic a tio n pro c e ss.  Fa ilure  to

pro vide  a ll re q uire d  do c ume nts with 30 da ys will re sult in the  a pp lic a tio n b e ing

de c line d .

3. Me e t pro g ra m g uide line s a nd  use  a  q ua lifying  c hild  c a re  pro vide r.

4. Sig n the  GSA Invo ic e / Atte nda nc e  fo rm e a c h a nd  e ve ry mo nth to  re q ue st pa yme nt.

5. Pa y the  Fa mily po rtio n o f c hild  c a re  c o sts d ire c tly to  the  pro vide r inc lud ing  a ny

a dd itio na l c ha rg e s fo r se rvic e s tha t the y ma y inc ur inc lud ing  fie ld  trips, no n-e sse ntia l

supp lie s, la te  fe e s, e tc .

6. Re po rt a ny c ha ng e  to  the ir c hild  c a re  ne e ds imme dia te ly to  the  pro g ra m

a dministra to r (GSA) a nd  the ir Child  Ca re  Pro vide r.

7. Re po rt imme diate ly a ny c ha ng e s in:

The ir Fa mily’ s size , suc h a s so me o ne  mo ving  in o r o ut o f the  ho use ho ld  

Wo rk, tra ining , o r e duc a tio n sc he dule  

The ir Fa mily’ s a ddre ss o r te le pho ne  numb e r (wo rk a nd  ho me ) 

The ir Fa mily’ s le g a l o b lig a tio n to  pa y c hild  suppo rt 

Any c ha ng e  in ma rita l sta tus 

8. Ma ke  pa yme nt a rra ng e me nts fo r c hild  c a re  ne e de d  fo r pe rso na l re a so ns tha t a re

no t a utho rize d .

9. Ensure  tha t c hild  c a re  pro vide rs use d  while  pa rtic ipa ting  in the  GSA Child  Ca re

Pro g ra m a re  pro mptly pa id  fo r a ll c hild  c a re  se rvic e s re nde re d .  Fa ilure  to  pa y the

re q uire d  Me mb e r/ Emplo ye e  po rtio n to  a ny c hild  c a re  pro vide r ma y re sult in the

Me mb e r/ Emplo ye e  b e ing  d isq ua lifie d  fro m the  pro g ra m fo r o ne  ye a r.

GSA Subsidy Administration Se c tion Re sponsibilitie s as the  Third Party Administrator: 

1. De te rmine  a  Fa mily’ s e lig ib ility fo r c hild  c a re  sub sid ie s b a se d  upo n a pp lic a b le

De pa rtme nt/ Ag e nc y Child  Ca re  Sub sidy Pro g ra m g uida nc e  a nd  b e ne fit ta b le s.

2. Autho rize  b e ne fits b a se d  o n the  a mo unt o f c hild  c a re  ne e de d  b y e lig ib le  Fa milie s

fo r a ppro ve d  c hild  c a re .

3. Pa y pro vide rs fo r a utho rize d  a nd  b ille d  c hild  c a re  se rvic e s pro vide d  to  a n a ppro ve d

Fa mily.

4. Info rm Fa milie s a nd  pro vide rs o f De pa rtme nt/ Ag e nc y Child  Ca re  Sub sidy Pro g ra m

upda te s a s a pp lic a b le .  (e .g . Sta rt/ e nd  da te , pa yme nts, no tific a tio ns o f e xp ire d

do c ume nts, e tc .).

5. Asse ss a nd  re so lve  o ve rpa yme nts a nd  unde rpa yme nts.

6. Answe r q ue stio ns re la te d  to  e lig ib ility, a utho riza tio ns, a nd  pa yme nts.

7. Info rm the  Me mb e r/ Emplo ye e  within 10 da ys o f the  re c e ip t o f a  Fa mily’ s a pp lic a tio n

tha t the ir a pp lic a tio n ha s b e e n a c c e pte d  a nd  is e ithe r Comple te  o r Inc omple te .  If

the  a pp lic a tio n is inc o mple te , the  GSA will info rm the  Me mb e r/ Emplo ye e  o f the

info rma tio n/ do c ume nts ne e de d  in o rde r to  c o mple te  the  a pp lic a tio n pro c e ss.
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De partme nt/ Age nc y Re sponsibilitie s: 

1. De ve lo p  o pe ra tio na l g uida nc e  fo r the ir Child  Ca re  Sub sidy Pro g ra m a nd  e nsure  tha t

the  GSA ha s the  mo st c urre nt g uid a nc e  a nd  a pp lic a b le  po lic ie s.

2. Ensure  tha t the  GSA, a s the  third  pa rty pro g ra m a dministra to r, fo llo ws a ll e sta b lishe d

g uide line s a s se t fo rth b y the  De pa rtme nt/ Ag e nc y.

3. Pe rfo rm a udits o n re c o rds a nd  file s e nsuring  pro pe r do c ume nta tio n is ma inta ine d  in

a c c o rda nc e  with e sta b lishe d  o pe ra tio na l g uida nc e .

Child Care  Qualific ations:  Full Time  vs Part Time  

The  c hild / c hild re n’ s a tte nda nc e  will de te rmine  the  c a lc ula tio n o f b e ne fits a s full time  o r pa rt 

time  with the  Fa mily b e ing  re spo nsib le  fo r a ny b a la nc e  a b o ve  the  a utho rize d  b e ne fit.  The  

type  o f c a re  a nd  sta tus o f the  Spo use / Pa rtne r must b e  e va lua te d  to  de te rmine  if a  Child  

Ca re  Sub sidy b e ne fit sho uld  b e  full-time , pa rt-time , o r una utho rize d  due  to  the  Spo use /

Pa rtne r who  is no t wo rking  the  re q uire d  numb e r o f ho urs in o rde r to  q ua lify fo r CCS b e ne fits.  

Full-time  a nd  pa rt-time  c a re  is a utho rize d  b a se d  upo n the  Child  Ca re  Sub sidy b e ne fit ta b le s 

pro vide d  b y the  De pa rtme nt/ Ag e nc y to  the  GSA. 

 Bo th pa re nts a nd  pro vide rs must re ma in e lig ib le  fo r the  De pa rtme nt/ Ag e nc y Child  

Ca re  Sub sidy b e ne fit in o rde r to  re c e ive  pa yme nt. 

Child Care  Subsidy Be ne fit Important Fac ts  

 The  a mo unt liste d  o n the  Child  Ca re  Sub sidy Be ne fit Autho riza tio n Le tte r is the  

a mo unt tha t will b e  pa id  mo nthly d ire c tly to  the  Child  Ca re  Pro vide r.  If the  Fa mily 

te rmina te s c hild  c a re  a nd / o r switc he s to  a  ne w Child  Ca re  Pro vide r, the  mo nthly 

Child  Ca re  Sub sidy b e ne fit is pro -ra te d .  In e ithe r c a se , the  Me mb e r/ Emplo ye e  is 

re spo nsib le  fo r a ny re ma ining  b a la nc e .  

 During  summe r mo nths, sc ho o l-a g e  c hild  c a re  to ta l c o st ma y c ha ng e  b a se d  upo n 

a tte nda nc e , a t whic h time  the  b e ne fit will b e  re c a lc ula te d . 

 Child  c a re  ra te s sub mitte d  a s a  we e kly ra te  will b e  multip lie d  b y 4.33 to  de te rmine  

the  mo nthly ra te . 

 Child  Ca re  Sub sidy Be ne fits will NOT pa y fe e s fo r:  

 Mo nths in whic h no  c a re  o c c urs

 La te ne ss/ Ta rd ine ss

 Tra nspo rta tio n

 Fie ld  trips

 Fo o d

 Any o the r misc e lla ne o us fe e s

Tuitio n fo r pa rt-da y kinde rg a rte n a nd / o r e le me nta ry e duc a tio n  
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Child Care  Subsidy Be ne fit Important Fac ts c ontinue d: 

 Child  Ca re  Sub sidy b e ne fits will no t b e  ma de  to  mo re  tha n o ne  pro vide r fo r the  

sa me  c hild / c hildre n fo r the  sa me  ho urs o f c a re . 

 All c hild  c a re  pa yme nts a re  ma de  d ire c tly to  the  c hild  c a re  pro vide r. Pa yme nts a re  

ma de  within se ve n (7) to  te n (10) b usine ss da ys fro m ve rific a tio n o f a  c o mple te  a nd  

a c c ura te  a tte nda nc e  re c o rd .  

 Me mb e rs/ Emplo ye e s must e nsure  tha t invo ic e s a re  sub mitte d  e a c h mo nth in o rde r 

fo r pa yme nt to  b e  issue d  o n the ir b e ha lf.  Invo ic e s ma y b e  sub mitte d  b y the  Pro vide r 

o r the  Me mb e r/ Emplo ye e  d ire c tly to  GSA fo r pa yme nt a nd  must b e  re c e ive d  b y the  

GSA within 3 mo nths o f the  e nd  o f the  pe rio d  o f se rvic e  in o rde r to  b e  pro c e sse d  fo r 

pa yme nt. 

 Unde r no  c irc umsta nc e s will c hild  c a re  pa yme nts b e  ma de  to  the  Fa mily.  Fa milie s 

a re  re q uire d  to  ma ke  c le a r a nd  c o nc ise  a rra ng e me nts with the ir c hild  c a re  pro vide r 

re la te d  to  a c c o unt c re d its o r re imb urse me nts.   

 Child  c a re  pro vide rs will o nly b e  pa id  fo r c hild / c hildre n liste d  o n the  Child  Ca re  

Sub sidy Be ne fit Autho riza tio n Le tte r.  If the  Fa mily a dds a  c hild  o r c hildre n to  the  

pro g ra m  a fte r the ir o rig ina l a utho riza tio n da te , the y must sub mit info rma tio n fo r 

pro g ra m b e ne fit re c a lc ula tio n. 

Re gistration/ Program Fe e s 

Pro vide rs will b e  pa id  fo r re g istra tio n fe e s b a se d  upo n e a c h pro g ra m a s fo llo ws: 

 U.S. Co a st Gua rd : Up  to  $200 pe r ye a r pe r c hild  a s lo ng  a s the  Me mb e r ha s no t 

e xc e e de d  the  ma ximum b e ne fit a s a utho rize d  b y the  U.S. Co a st Gua rd  Child  Ca re  

Sub sidy Pro g ra m g uide line s 

 GSA:  Fe e s will b e  pa id  if the  Emplo ye e  ha s no t e xc e e de d  the  ma ximum b e ne fit a s 

a utho rize d  b y the  GSA Child  Ca re  Sub sidy Pro g ra m g uide line s 

 Na tio na l Pa rk Se rvic e  (NPS): Fe e s a re  pa id  in full 

 U.S. Custo ms a nd  Bo rde r Pro te c tio n (CBP) :  Fe e s a re  pa id  in full 

Child Care  Subsidy Program Billing / Payme nt Proc e ss 
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Pa yme nts a re  issue d  d ire c tly to  the  Fa mily’ s c hild  c a re  pro vide r.  Ea c h pro vide r will re c e ive  

a  Child  Ca re  Sub sidy Be ne fit Invo ic e  & Atte nda nc e  Fo rm fo r e a c h Child  tha t q ua lifie s fo r a  

Child  Ca re  Sub sidy b e ne fit.  Pe r De pa rtme nt/ Ag e nc y g uida nc e , e a c h Invo ic e  & 

Atte nda nc e  Fo rm sub mitte d  to  the  GSA fo r pa yme nt must b e  pro pe rly c o mple te d  a nd  

must inc lude  the  sig na ture  o f a  q ua lifying  Child  Ca re  Pro vide r pro g ra m o ffic ia l a lo ng  with 

the  Me mb e r/ Emplo ye e , the  Me mb e r/ Emplo ye e ’ s Spo use / Pa rtne r, o r the  U.S. Co a st Gua rd  

Me mb e r’ s Po we r o f Atto rne y a s a pp lic a b le . 

Ple a se  no te  tha t if a  Po we r o f Atto rne y (POA) is sig ning  the ir na me  a s the  POA o n the  fo rm 

o n b e ha lf o f a  U.S. Co a st Gua rd  Me mb e r, the  pro g ra m a dministra to r (GSA) must ha ve  a  

c o py o f the  mo st c urre nt POA in o rde r to  pro c e ss fo r pa yme nt. 

Ple a se  se e  b e lo w a  sa mple  Child  Ca re  Sub sidy b e ne fit Invo ic e  a nd  Atte nda nc e  Fo rm 

whic h pro vide s instruc tio ns o n the  c o mple tio n o f the  fo rm.  All Invo ic e  & Atte nda nc e  Fo rms 

must b e  sub mitte d  to  the  GSA Sub sidy Administra tio n Se c tio n within 90 da ys/ 3 mo nths o f the  

pe rio d  o f se rvic e  tha t c hild  c a re  wa s pro vide d . 
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Child Care  Subsidy Program Billing / Payme nt Proc e ss c ontinue d 

By sig ning  a nd  c e rtifying  the  invo ic e  fo r pa yme nt, yo ur Child  Ca re  Pro g ra m a tte sts tha t the  

to ta l c o st writte n o n the  fo rm is the  a c tua l a mo unt o f c hild  c a re  c o sts b ille d  to  the  Me mb e r/

Emplo ye e  fo r the  pe rio d  o f se rvic e  ind ic a te d  a nd  tha t the  Me mb e r/ Emplo ye e  ha s pa id  o r 

ha s ma de  pa yme nt a rra ng e me nts fo r the ir po rtio n a s liste d  o n the  invo ic e .   

Child Care  Provide rs and the  Me mbe r/ Employe e  must e nsure  that the  invoic e  c orre c tly 

re fle c ts the  prope r atte ndanc e  in orde r for the ir Child Care  Subsidy Be ne fit to  be  prope rly 

paid. 

If the re  a re  a ny q ue stio ns re g a rd ing  the  c o mple tio n o f the  fo rm, p le a se  c o nta c t the  

Fa mily’ s a ssig ne d  Ag e nc y Re pre se nta tive  fo r a ssista nc e . 
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Billing  Errors 

Billing  e rro rs ma y c a use  a n und e rpa yme nt o r a n o ve rpa yme nt.  The  pa re nt a nd  pro vide r a re  

re q uire d  to  pro vide  c o rre c t info rma tio n in re la tio n to  the  Child  Ca re  Sub sidy b e ne fit re c e ive d .  If the  

Child  Ca re  Ce nte r wa s to  re c e ive  a n o ve r-pa yme nt o f Child  Ca re  Sub sidy b e ne fits, a  re fund  o r o ffse t 

o f the  a mo unt o f the  o ve rpa yme nt wo uld  b e  due .  Any o ve rpa yme nts, inc lud ing  tho se  due  to  a  

GSA/ De pa rtme nt/ Ag e nc y e rro r, must b e  re po rte d  imme d ia te ly to  the  Fa milie s’  a ssig ne d  a g e nc y 

re pre se nta tive .  

Onc e  GSA ha s c o nfirme d  tha t a n o ve r-pa yme nt wa s issue d  a nd  the  info rma tio n ha s b e e n 

va lid a te d , yo u a nd  the  Me mb e r/ Emplo ye e  will re c e ive  a n o ffic ia l no tific a tio n whic h ma y inc lude  a  

re q ue st tha t fund s b e  re turne d  fo r furthe r c re d it to  the  De pa rtme nt/ Ag e nc y or tha t future  invo ic e s 

will b e  o ffse t (ma ximum o ffse t pe rio d  a llo we d  is 90 da ys).  If re pa yme nt o f funds ha s no t b e e n ma de  

within 90 d a ys o f the  initia l d a te  o f the  GSA issue d  no tific a tio n, the  GSA will p ro c e e d  with turning  the  

c a se  o ve r  to  the  U.S. Tre a sury Offse t Pro g ra m (TOP) fo r c o lle c tio n. 

The  GSA Sub sidy Administra tio n Se c tio n is re spo nsib le  to  c o lle c t e rro ne o us pa yme nts ma d e  to  

Pro vide rs fo r the  fo llo wing  re a so ns whic h inc lud e  b ut a re  no t limite d  to : 

 Erro ne o us o r fa lse  info rma tio n re g a rd ing  e lig ib ility o r c a re  pro vide d  

 Duplic a te  pa yme nts o r pa yme nts ma d e  fo r se rvic e s no t re nde re d  

 Pa yme nts ma de  fo r ine lig ib le  pro vide rs o r fa milie s 

The  GSA Sub sidy Administra tio n Se c tio n will ma ke  re a so na b le  e ffo rts to  c o lle c t o ve rpa yme nts 

ma king  a  minimum o f thre e  no tific a tio ns to  Pro vide rs a nd  Fa milie s.  Fa ilure  b y a  pro vide r to  re turn 

a ny re q ue ste d  o ve rpa yme nt/ e rro ne o us pa yme nt will re sult in a  fe de ra l de b t b e ing  e sta b lishe d  to  

c o lle c t the  mo nie s.  Fo r Me mb e rs/ Emp lo ye e s tha t inc ur a n o ve rpa yme nt due  to  inc o rre c t 

info rma tio n sub mitte d  to  the  GSA whic h is use d   to  c a lc ula te  the  b e ne fit o r a  c ha ng e  in the ir sta tus 

tha t e ffe c ts the ir e lig ib ility, the  GSA Sub sidy Administra tio n Se c tio n will p ro vide  do c ume nta tio n to  the  

De pa rtme nt/ Ag e nc y Child  Ca re  Sub sidy Pro g ra m fo r re vie w a nd  a c tio n.  The  GSA will a c t o n b e ha lf 

o f the  De pa rtme nt/ Ag e nc y fo r a ll fina nc ia l de c isio ns pe rta ining  to  Child  Ca re  Sub sidy pa yme nts 

issue d . 

Fa milie s o r pro vide rs who  g ive  e rro ne o us o r fa lse  info rma tio n ma y b e  pe rma ne ntly d isq ua lifie d  fro m 

pa rtic ipa ting  in the  GSA a dministe re d  Child  Ca re  Sub sidy. 

 Payme nt Re c onc ilia tion 

Me mb e r/ Emplo ye e s a re  re q uire d  to  pa y the ir po rtio n o f the  to ta l c hild  c a re  c o sts d ire c tly to  

the ir p ro vide rs.  Ne ithe r the  GSA, no r the  De pa rtme nt/ Ag e nc y ha s a ny re sp o nsib ility fo r e nsuring  

tha t the  Fa mily pa ys the ir po rtio n.  Fa ilure  o f Fa milie s to  pa y the ir po rtio n o f c hild  c a re  c o sts ma y 

re sult in d isc o ntinue d  Child  Ca re  Sub sidy b e ne fits a nd  p o ssib le  re mo va l fro m the  Child  Ca re  

Sub sidy Pro g ra m ma king  the m fina nc ia lly re sp o nsib le  fo r a ll c hild  c a re  c o sts.  In a dd itio n, fa ilure  

b y the  Pro vide rs to  re imb urse  Fa milie s o r c re d it the ir a c c o unt fo r Child  Ca re  Sub sidy b e ne fits 

re c e ive d  ma y re sult in d isq ua lific a tio n fro m the  pro g ra m a nd  re pa yme nt o f fund s. 


