Checklist for Child’s Virginia Adoption Assistance Paper Case Record
Child’s birth name:         Child’s adoptive name:         Date of birth:       

	I.  Overview 
	IV. Child adoption legal documents. 

	 FORMCHECKBOX 
 Face sheet

 FORMCHECKBOX 
 Checklist for paper case record

 FORMCHECKBOX 
 Adoption Assistance Screening Tool
	 FORMCHECKBOX 
 Petition for adoption

 FORMCHECKBOX 
 Order of reference

 FORMCHECKBOX 
 Final order of adoption

 FORMCHECKBOX 
 Social security card post adoption

	II.  Child’s eligibility for adoption assistance. 
	

	Age and legal residency

 FORMCHECKBOX 
 Birth certificate pre-adoption 

 FORMCHECKBOX 
 Social security card pre-adoption 

 FORMCHECKBOX 
 Certificate of Citizenship or Naturalization, or Resident Alien Card, when applicable
	V. Adoption assistance documents.

	
	 FORMCHECKBOX 
 Application for Adoption Assistance

 FORMCHECKBOX 
 Adoption Assistance Agreement
 FORMCHECKBOX 
 Requests for Addendums to Agreement

 FORMCHECKBOX 
 Addendums to Agreement
 FORMCHECKBOX 
 Worksheets for Assessing & Negotiating
 FORMCHECKBOX 
 Health insurance card, full explanation of benefits, when applicable
 FORMCHECKBOX 
 Child’s IEP, Section 504 Educational Plan, or Individual Family Services Plan, when applicable
 FORMCHECKBOX 
 Requests for appeals, validation forms, Summary of Facts, appeals documentation, appeal Circuit Court, withdrawal statement

	Cannot or should not return home
 FORMCHECKBOX 
 For child not in CPA custody: evidence child is legally free

For child in CPA custody:

 FORMCHECKBOX 
 Initial court removal order or permanent entrustment agreement; and
 FORMCHECKBOX 
 Court order terminating parental rights for all parents
	

	Child’s special needs 

 FORMCHECKBOX 
 Statement(s) from qualified professional(s)
 FORMCHECKBOX 
 Relevant diagnostic and assessment reports
 FORMCHECKBOX 
 Full Disclosure of Child Information Form

 FORMCHECKBOX 
 Relevant documents (e.g., Report of Investigation, VEMAT)

 FORMCHECKBOX 
 Birth certificates of siblings, when applicable
 FORMCHECKBOX 
 SSA Award letter for SSI/SSA benefits, when applicable

 FORMCHECKBOX 
 Documentation of significant emotional ties with resource parents, when applicable
	

	
	VI. Written notifications/correspondence

	
	 FORMCHECKBOX 
 Notices receipt/status/action on application 

 FORMCHECKBOX 
 Notices maintenance payments increase
 FORMCHECKBOX 
 Notice time-limited maintenance payment expiring
 FORMCHECKBOX 
 Notices annual affidavit due
 FORMCHECKBOX 
 Documentation when affidavit not returned
 FORMCHECKBOX 
 Notices receipt/status/action on addendum requests 

 FORMCHECKBOX 
 Proposed addendums
 FORMCHECKBOX 
 Written notices from adoptive parents (e.g., agreeing to reduce maintenance payments)  

 FORMCHECKBOX 
 Documentation when parents not providing financial support (e.g., verification, certified letters, parents decision and LDSS action)
 FORMCHECKBOX 
 Documentation terminate services/payments (verifying circumstances; certified letters)

 FORMCHECKBOX 
 Notices to terminate payments, services, or entire agreement

	Reasonable, unsuccessful efforts, when applicable

 FORMCHECKBOX 
 Child specific recruitment plan and materials
 FORMCHECKBOX 
 Correspondence between LDSS and CPAs on recruitment
 FORMCHECKBOX 
 AREVA Child Registration Form
 FORMCHECKBOX 
 Statement from adoptive parents: cannot adopt without AA
 FORMCHECKBOX 
 Mutual Family Assessment Report
 FORMCHECKBOX 
 Adoptive home placement agreement
	

	Reasonable efforts contrary to best interest (federal) or exception of significant emotional ties (state), when applicable

 FORMCHECKBOX 
 Summary of significant emotional ties to adoptive parents 

 FORMCHECKBOX 
 Assessment reports from qualified professionals
 FORMCHECKBOX 
 Mutual Family Assessment Report
 FORMCHECKBOX 
 Adoptive home placement agreement
	

	III. Availability of funds/payments, when applicable
	VII. Annual affidavits

	 FORMCHECKBOX 
 VEMAT and supporting documentation

 FORMCHECKBOX 
 Court petition to remove child
 FORMCHECKBOX 
 Subsequent court order stating remaining in home is contrary to child’s welfare

 FORMCHECKBOX 
 Evidence of a Title IV-E payment for both minor parent and the child of minor parent in foster care 

 FORMCHECKBOX 
 Prior Title IV-E adoption assistance agreement when adoption dissolved or parents died and subsequent adoption 

 FORMCHECKBOX 
 Evidence of one Title IV-E foster care maintenance payment made prior to adoption

 FORMCHECKBOX 
 Title IV-E Foster Care Notice of Action Form

 FORMCHECKBOX 
 Title IV-E Eligibility Application, when needed 

 FORMCHECKBOX 
 Documentation warranting continuation until age 21 (statement from qualified professional; assessment reports; other relevant documents)
	VIII. Payments & services, when applicable

	
	 FORMCHECKBOX 
 Case Actions for all payments 

 FORMCHECKBOX 
 Bills, invoices, and statements for payment
 FORMCHECKBOX 
 Bills, receipts non-recurring expenses
 FORMCHECKBOX 
 Progress reports for special services
 FORMCHECKBOX 
 Parental consents for release of information
Residential treatment services:

 FORMCHECKBOX 
  Documentation from qualified professional

 FORMCHECKBOX 
  Recent child/family assessments (CANS)
 FORMCHECKBOX 
  Plan for adoptive parents to participate
 FORMCHECKBOX 
  Plan to transition child home

 FORMCHECKBOX 
  FAPT recommendation 
     FORMCHECKBOX 
  Independent physician certification

	
	IX. Other relevant information
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