July 21, 2010
«First_Name» «Last_Name»

     «Address_Line_2»
    

«Address_Line_1»
«City», «State»  «Zip__Mainxxxxx»



Card Holder State ID: «State_ID»
Case ID Number: «Case_Number»
Dear «First_Name» «Last_Name»;
Primary Adult Caretaker’s Date of Birth: «DOB»

REMINDER – ACTIVATE YOUR CCAP CARDS AND SELECT A PIN BEFORE JULY 31, 2010.

You must use a Child Care Assistance Program (CCAP) card to check your child into and out of care as of AUGUST 1, 2010.
This letter contains the Card Holder State ID, 9 digit Case ID Number and Primary Adult Caretaker’s Date of Birth needed to activate and PIN your cards.
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You should have received two CCAP cards (shown on the left) with unique card numbers. If you have not received your CCAP cards, please call the county worker.  The instructions on how to activate the CCAP cards and on how to choose a Personal Identification Number (PIN) were mailed separately.  One card is for you to check your child in and out of care.  You may activate the 2nd card and give it to someone who takes or picks up your child from care on a regular basis and is identified as having the authority with the provider to do so.

Each card must be activated on a separate call.  You will need to choose a four (4) digit number for your Personal Identification Number (PIN) and have that ready when you call.  You may use the same PIN for both CCAP cards or you may choose a different PIN for each card.
To Activate the first card and select a PIN:

· Step 1 - Call the toll free number, (877) 779-1933, and follow the voice commands using this information:
· Step 2 - You will be prompted for your 16 digit CCAP card number (the card number is printed on the face of the CCAP Card); 

· Step 3 – You will be asked to enter your “ Cardholder State ID,” which is  - «State_ID»;

· Step 4 – You will be asked to enter your 9-digit Case ID Number, which is - «Case_Number»;
· Step 5 – You will be asked to enter your Primary Adult Caretaker’s Date of Birth, which is -  «DOB».
You do not have to activate the second card unless you wish to have a second authorized adult check your child or children into and out of child care.  You may keep the second card in a safe place so that it is available if your first card is misplaced.
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To Activate the second card and select a PIN:

· Step 1 - Call the toll free number, (877) 779-1933 again (you cannot active both cards on the same call), and follow the voice commands using this information:
· Step 2 - You will be prompted for your 16 digit CCAP card number (the card number is printed on the face of the CCAP Card); 

· Step 3 – You will be asked to enter your “Cardholder State ID,” which is  - «State_ID»;

· Step 4 – You will be asked to enter your 9-digit Case ID Number, which is - «Case_Number»; 
· Step 5 – You will be asked to enter your Primary Adult Caretaker’s Date of Birth, which is -  «DOB»
Card Management - Caution: Do not ever leave your CCAP cards with the provider. The cards may only be in your possession or the possession of the adult to whom you have given authorization to regularly drop off or pick up your child. A provider will be disqualified from participating as a Colorado Child Care Assistance Program provider should a card be in their possession.

Please report lost, misplaced or stolen cards to your county worker right away.
Respectfully,
«County» County
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