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Dear Child Care Provider: 
 
Effective January 2020 Westchester County (WC) Department of Social Services (DSS), in an effort to speed 
the process of authorizing payments to Daycare Providers, will stop the process of mailing the rosters on a 
monthly bases. Nevertheless, Child Care Providers are still required to submit attendance on CCTA/Kinder 
Track, and are required to fill in the new DAYCARE DAILY ATTENDANCE RECORD sheet (Form # 
2165). 
The form is available online to download in two different formats – Excel format that you could type in the 
information needed, save on your computer and then print, or the PDF format that you could print and hand 
write-in the information.  
 
The following is the link where the form is available for you to be downloaded: 
 

https://socialservices.westchestergov.com/adult-child-family-services/day-care-services 
 
Once you have the form, you will need to fill in all the blue areas of the form. Please note that if you are 
providing services for more than eight (8) children, you will need more than one sheet as the form 
provides space for only eight (8) children. You could save the information that you type in and reuse it the 
following month (however the attendance needs to be updated to reflect the information entered on CCTA). 
The children need to be listed in alphabetical order by last name. Every page of Form # 2165 must 
be signed and sent to us. The hard copy of the form(s) must be mailed or hand delivered at the front desk 
at the following address: 
  
 Department of Social Services 
 Daycare Payment Processing 
 112 East Post Road, 6th Floor 
 White Plains, NY 10604 
 
Starting in January 2020, your payment will not be processed unless attendance is submitted and 
Form #2165 is received by the Daycare Payment Processing Unit!  
 
If you have questions regarding Form #2165 or this process, you can call the DSS Child Care Subsidy Unit 
Provider Liaison at 914-995-3976 or email DSSChildCareLiaison@westchestergov.com  
 
You could also call the Child Care Council of Westchester, Inc. at 914-761-3456. 
 
Thank you,  
Westchester County DSS Child Care Subsidy Office 
914-995-6521 and 914-995-6522 
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