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	THE CORRECT COMPLETION OF AAP DOCUMENTS
This FYI is being issued in an effort to ensure that AAP documents are completed correctly to facilitate timely permanence and compliance with applicable regulations.  A recent AAP audit points to the need to process AAP documents with more precision to comply with Federal and State regulations and audit principles and appropriate standards.  The AAP 1 and the AD 4320 should be completed in duplicate with one set remaining with the adoptive parent(s) and the other being faxed to the AAP intake unit with a signed DCFS 280 (to initiate AAP payments and terminate foster care payments) and then remaining signed original in the case file.

1. Please ensure that the latest version of the AD 4320 (04/08) is utilized.  

2. Please use the child’s full adoptive name on both pages 1 and 2 of the AD 4320.

3. Please ensure that one box is marked in the top section of page 1 of the AD 4320 indicating if it is a deferred, initial or amended agreement.  
· If the box indicating “deferred” has been marked, ensure that the information in section II on page 2 is completed as well.  

4. Item # 1 in Section 1 of the AD 4320 should contain the correct AAP amount, the date it will begin and the “first reassessment” date should be the last day of the 23rd month after it begins.  

· For example: if the beginning date is 9/15/2008, the first scheduled reassessment date should be 8/31/2010.

· An exception is if the AAP rate is the dual agency rate of $898 for a child under age 3 years old in Early Start the recertification date would be the last day of the month of the child’s third birthday. 

5. Item # 4 in Section 1 of the AD 4320 should have a circle around the next birthday after which the child will qualify for a rate change.  
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If you have any questions regarding this release please 


e-mail your question to:

Policy@dcfs.lacounty.gov  |


Clerical Handbook: http://lacdcfs.org/Policy/Hndbook%20Clerical/Default.htm
Child Welfare Services Handbook: http://lacdcfs.org/Policy/Hndbook%20CWS/default.htm

FYI’s: http://lacdcfs.org/Policy/FYI/TOCFYI.htm
6. The “Reasons for Eligibility” section on page 2 of the AD 4320 should have at least one box marked.

7. Item #2 on the AAP 1, ”Health Insurance” Line 3 should be marked YES if the child is covered by the family’s private insurance (other than the Medi-Cal the child can receive), or NO if the child is not covered by the family’s private insurance.  If NO, a reason is needed on Line 4.  In either case, provide a copy of the DHCS 6155 found on LA Kids.  

8. Please ensure that the AAP 1 is signed and dated by the adopting parent(s) and that the AD 4320 is signed and dated by both the Department and the adopting parent(s).  If it is a cooperative placement, the FFA representative must sign and date the AD 4320 also.  

Note:
If any cross outs or alterations are made to either document, they must have both the Department representative’s and the Adoptive Parent(s)’ initials next to the correction.  

Prior to the finalized adoption case being sent to storage,  Suspense staff will check the case to ensure a completed and signed AD 4320 is in the case and if not will alert the Adoption SCSW. 
For more information, please see DCFS policy #0200-511.05 Initiating Adoption Assistance Program & Medi-Cal Benefits., ALL-COUNTY LETTER NO. 02-02 dated January 16, 2002 and CDSS MANUAL LETTER NO. AD-01-01, section 35337.
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