
Notice PM-2609 
UNITED STATES DEPARTMENT OF AGRICULTURE 
Farm Service Agency 
Washington, DC 20250 
 
For:  FSA National Office Employees 
 

Child Care Assistance Program (CCAP) for National Office Employees 
Approved by:  Deputy Administrator, Management 

 
 

 
1  Overview 
 

A Background 
 
 Pub. L. 107-67, Section 630: 
 

• grants Federal agencies the discretionary authority to use appropriated funds, otherwise 
available for salaries and expenses, to assist lower income employees in obtaining 
quality, licensed or regulated child day care 

 
• allows coverage for children through age 13 and disabled children through age 18 whose 

parent or legal guardian is a Federal employee 
 
• states that eligibility must be based on total family income (TFI). 
 

Note: See subparagraph 2 F for more information. 
 
  B Purpose 
 
   This notice provides: 
 

• CCAP eligibility information for National Office employees 
• TFI parameters and the associated maximum assistance payment level 
• AD-2060 (Exhibit 1) 
• OPM 1644 (Exhibit 2). 

 
Note: AD-2060 and OPM 1644 are available at 

http://165.221.16.90/dam/ffasforms/forms.html. 
 

C Obsolete Material 
 

FSA-1643 and FSA-1643(WDC) are obsolete. 
 
 
Disposal Date 
 
May 1, 2008 

Distribution 
 
All FSA National Office employees  
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Notice PM-2609 
 
2   CCAP Administration, Eligibility, and Assistance Levels 
 

A CCAP Administration 
 

CCAP will be administered by First Financial Associates (FFA) located in Lithonia, Georgia. 
Employees applying for CCAP will send their required documentation directly to FFA. 
 

B  Eligibility 
 

Employees, including new hires, that have a child or children through the age 13 or disabled 
child through the age of 18 in day care, may be eligible to apply.  The basic eligibility 
requirements are as follows. 

 
IF the employee is a permanent… THEN employee must… 
• FT employee 
 
• PT employee (scheduled to work 

at least 40 hours a pay period) 

• use or be willing to obtain a licensed or 
regulated child day care provider 

 
• have TFI of less than $47,000 per year. 

 
For employees who are married and not separated, their spouse must be 1 of the following: 

 
• working 
• enrolled in full-time studies 
• unable to care for the child or children. 

 
C  Application Process 

 
Eligible employees apply directly to FFA for program benefits.  
 
FFA is responsible to review and approve or disapprove all CCAP AD-2060’s.  Employees 
found eligible, will receive a payment information packet and FFA contract that they must 
sign and return.  Once FFA receives the signed contract, they will begin the invoicing and 
payment process.  See subparagraphs E and G. 
 
Employees, that do not provide adequate supporting documentation to FFA, will be notified 
what information is missing or incomplete and given the opportunity to resubmit 
documentation.  AD-2060 denial will only occur if an employee does not provide FFA 
acceptable required documentation. 
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Notice PM-2609 
 
2   CCAP Administration, Eligibility, and Assistance Levels (Continued) 

 
D Documents Required to Apply 

 
AD-2060 (Exhibit 1) and OPM 1644 (Exhibit 2) describe documentation that is required to 
apply for CCAP. 
 
Some required documents are: 
 
• a copy of the day care provider or center’s license to operate  
• a copy of IRS Form 1040 or 1040A for the current tax year 
• copies of 2 most current statements of Earnings and Leave. 

 
If an employee changes day care providers, the employee is responsible for notifying FFA 
immediately.  The new provider will need to complete and send OPM 1644 and a copy their 
day care license to FFA as soon as possible.  Lapses in CCAP payments may occur when 
changing licensed or regulated day care providers.  See FFA’s contract for details. 
 
Note: FFA will require copies of IRS Form 1040’s or 1040A’s each year on or before 

May 1 to re-certify eligibility. 
 

E Invoicing Process 
 

When FFA receives a signed contract, FFA will start sending invoices to the designated child 
day care provider or center.  The provider will complete the invoice, making sure to include 
the dates services were provided and the total cost.  Both the employee and the licensed or 
regulated child day care provider must sign each invoice before they are mailed to FFA for 
payment.  
 
Note: CCPA assistance will not be granted for overnight child care. 
 
Important: There will be no retroactive CCPA payments made for child day care services 

provided before the employee’s FFA approval.  
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Notice PM-2609 
 
2   CCAP Administration, Eligibility, and Assistance Levels (Continued) 
 

F CCAP Levels 
 

CCAP has 5 TFI levels and associated maximum monthly assistance payments, as follows. 
 

TFI 
Level IF the employee’s TFI is…  1/ 

THEN the maximum monthly assistance 
per family is…  2/ 

1 $44,000-46,999 $83.00 
2 $41,000-43,999 $166.00 
3 $38,000-40,999 $249.00 
4 $35,000-37,999 $332.00 
5 $34,999 or less $415.00 

 
1/ To document TFI, FFA will need a copy of the employee’s IRS Form 1040 or 1040A for 

the current tax year, if filing a joint return or as single-head of household.  If the 
employee and their spouse file separate tax returns, then a copy of both tax returns will 
be required. 

 
2/ These assistance amounts will be reduced by any subsidies paid by a State and/or local 

Government for child day care services involving the child or children for whom the 
employee is requesting CCAP. 

 
Monthly assistance amounts apply to total cost of child day care; not cost per child.  If 
the employee’s monthly child day care costs are less than the maximum monthly 
assistance amount the employee qualifies for based on TFI, the lesser amount will be 
paid to the provider by FFA. 

 
G CCAP Payments 

   
FFA will make CCAP payments: 

    
• after receiving the provider’s invoice 
 
• after the child day care services are provided, not before 

 
• directly to the designated child day care provider or center; payments are not made 

to employees. 
 

Note: Employees are responsible for paying their child day care costs on time and in full as 
required by the provider.  The provider will deduct CCAP payments received from 
FFA from future child day care costs. 
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Notice PM-2609 
 
2   CCAP Administration, Eligibility, and Assistance Levels (Continued) 

 
H CCAP Funding 

 
Funding of CCAP will be revaluated by the National Office each FY.  The Union will be 
notified of their decision 
 
If an unanticipated funding emergency occurs before the end of a funded FY, the National 
Office will ensure that CCAP participants and the Union are provided a minimum of 
60 calendar days advance notice. 
 

I Tax Liability 
  
Participants in CCAP are responsible for determining their own tax situation.  It is not 
CCAP’s intent to increase an employee’s tax liability; however, assistance received from 
CCAP may or may not be taxable.   
 
Note: It is an employee’s responsibility to become familiar with applicable tax codes. 
 

J CCAP and Dependent Care Flexible Spending Accounts (DCFSA) 
 
DCFSA allow eligible employees to use pre-tax allotments to pay for eligible dependent care 
expenses.  The maximum amount an employee may set aside in DCFSA in any tax year is 
$5,000 per household; the minimum amount is $250. 
 
Note: Total benefits received from CCAP and DCFSA cannot exceed $5,000 per benefit 

year. 
  

K Ineligibility 
 
If employees become ineligible for CCAP, after being approved, FFA will provide 
employees with at least a 30 calendar day notice of benefit withdrawal.  This could occur 
when there is: 
 
• an increase in income that causes TFI to exceed the eligibility requirements according to 

subparagraph B 
 
• failure to use a licensed day care provider  
 
• non-compliance with terms of FFA’s CCAP contract. 
 
Note: If an employee provides FFA with fraudulent documentation, CCAP assistance will 

be withdrawn immediately. 
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3  Contacts 
   

A FFA Contacts 
 
For questions about AD-2060’s, invoicing, or payment processing, contact FFA directly at 
770-484-9200, or send request to: 
 

First Financial Associates           
USDA-FSA Child Care 
7079 Hayden Quarry Rd 
Lithonia GA 30038-2506  
Fax:  770-484-9313. 

   
Note: Do not call employee’s servicing personnel office about CCAP.    

   
B Contacts 

 
If questions about CCAP: 
 
• see AFSCME Local 3925 Collective Bargaining Agreement, Article 47 
• policy, contact Susan Brown at susan.brown@wdc.usda.gov.   
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       Notice PM-2609 Exhibit 1 
 
AD-2060 
 

Employees shall complete AD-2060 to apply for CCAP. 
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       Notice PM-2609 Exhibit 1 
 
AD-2060 (Continued) 
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       Notice PM-2609 Exhibit 1 
 
AD-2060 (Continued) 
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       Notice PM-2609 Exhibit 2 
 
OPM 1644 
 

Employees shall complete OPM 1644 to document child day care provider information for CCAP. 
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       Notice PM-2609 Exhibit 2 
 
OPM 1644 (Continued) 
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