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CHILDREN IN NEED (CIN) REQUEST FORM INSTRUCTIONS

PLEASE REVIEW CAREFULLY

Any caseworker of the Health and Human Services Agency (HHSA-Public Health, Children’s Services, FRC, or Mental
Health) may submit a CIN Request Form on behalf of a needy child in their caseload.

If a family does not have an active case with HHSA they must meet income level standards not to exceed the Minimum Basic
Standard of Adequate Care for the family size. The CIN Representative is responsible for verifying and certifying eligibility
of the child, who is under the jurisdiction of San Diego County.

No request will be approved for children of members of the CIN Board of Directors or Executive Committee, including
children of HHSA employees assigned as support staff for the management and administration of CIN operations.

Each CIN Request Form submitted to the CIN Staff Advisor for processing must be completed in full and have a verification
signature of a Supervisor and approval signature of a CIN Representative. All requests for non-clients will be reviewed by
the CIN Chairperson of the Board for final approval. All requests for children of HHSA employees will be reviewed by the
HHSA Director for final approval.

SPECIFIC MAXIMUM DOLLAR AMOUNTS SET FOR TYPES OF REQUESTS

$50.00 EXTRA-CURRICULAR SPORT ACTIVITY REGISTRATION FEES: Example: Pop Warner, Little
League, Cheerleading, etc.

$60.00 CAMP: Overnight Camps MUST be on the Community Campership Council list of accredited camps.
$60.00 for a one-week camp — $100.00 maximum for a two-week session. ALL OVERNIGHT CAMP
REQUESTS WILL BE PAID AFTER THE CHILD(REN) ATTENDS THE CAMP. A letter requesting
verification is sent to the school upon receipt of request

Requests for other than registration fees or camps will be paid for amount requested if approved.
$100.00 This is the CURRENT MAXIMUM amount of funding for each child per calendar year

OVER $100.00 Requests for funds over $100.00 MUST be approved by the CIN Board of Directors. PLEASE ATTACH
AN EXPLANATION

GUIDELINES FOR SPECIAL NEEDS OF CHILDREN ARE:

A) Funds are limited to enrichments and recreation items/activities and CANNOT be made for basic necessities such
as: rent deposit, furniture, utilities, clothing, etc. CIN cannot meet ongoing, recurring needs. Payment cannot be a
reimbursement.

B) CIN funds should be a supplement to the family’s commitment or a last resort, i.e., no other community resources
are available. Many organizations have scholarships.

C) Payments must be for the benefit of the child(ren). Needs of the parents cannot be considered.
OTHER INFORMATION

A) A CIN check is to be paid directly to the vendor, organization, store, etc., to insure that the CIN payment is being used for the
intended purpose. Checks may be made payable to HHSA workers when payments to the vendor is not feasible. NO CHECKS
SHALL BE PAYABLE TO PARENTS/CARETAKERS WITHOUT PRIOR APPROVAL BY TWO MEMBERS OF THE CIN
EXECUTIVE COMMITTEE.

B) Supervisors and CIN Representatives are responsible for reviewing requests to ensure that guidelines are met and that other
resources have been explored and exhausted before certifying/approving a CIN Request Form with their signatures.

C) Checks should be received within 3-4 weeks of receipt of the request. PLEASE PLAN AHEAD. If needed, we will contact the
payee to verify the request has been received by CIN. It is best to mail the check to the caretaker so it can be taken in during
registration or purchase.

D) Questions may be addressed to any CIN Representative.
E) FORM MUST BE PROPERLY COMPLETED AND LEGIBLE

F) ONCE YOU RECEIVE CONFIRMATION WITH A LOG NUMBER PLEASE INFORM CARETAKER SO THEY CAN
NOTIFY THE PAYEE THAT THE CHECK IS BEING PROCESSED.
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CHILDREN IN NEED (CIN) REQUEST FORM

BEFORE COMPLETING, PLEASE REVIEW INSTRUCTIONS

(Form will be returned, unprocessed if incomplete)

DATE: LOG NUMBER
(For CIN advisor only)
Case Name: Case Number:
(A) Complete ONLY if CIN Request is for OVERNIGHT CAMP: Please see instructions for amounts allowed.
REQUESTED DISABLED?
CHILD’S NAME: DOB $ OY ON
CHILD’S NAME: DOB $ Oy ON
Name of School or Camp: Contact Name
Camp Dates: From To & number:
(B) ALL OTHER REQUESTS — COMPLETE THIS SECTION
REQUESTED DISABLED?
CHILD’S NAME: DOB $ Oy ON
CHILD’S NAME: DOB $ Oy ONn
CHILD’S NAME: DOB $ Oy On
Event/Activity/Sports/Items(/i.e. lessons, equipment):
Name of Organization OR Vendor (i.e. YMCA, Pop Warner):

Have funds been requested for this child within this calendar year (January-December) O Y ON

Other resources explored: (scholarships, family, friends, etc.) 1) 2)

Make Check Payable to:  School/Organization:
(Refer to 6 on instructions)

Address:

City: State Zip Phone
Mail Check to: Name:
(If different than above)

Address:

City: State Zip Phone

(It is best to have the check mailed to caretaker so it can be given to vendor at time of registration or purchase)

WORKER NAME: Signhature: Phone #: Mail stop:
SUPERVISOR NAME: Signature: Phone #: Mail Stop:
CIN Rep.’s Name: Signature: Phone #: Mail stop:

CIN PROCESSING

CIN Camp Liaison: Approved CIN Request & Submitted for Payment:
Board Approval: Date: CIN Treasurer Verification:
Check No: Date: Amount: $ Date sent to Payee:

DISTRIBUTION: Email to supervisor for approval. Supervisor send to CIN rep. Rep send to Board approver. Final copy sent to CIN Advisor.
Save a copy for case file.

CIN.SOP-3 (06-1-09)

| Reset Form |
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g Digital Signature Instructions

* Following are the steps to creating a new
digital signature.

* Not all steps may apply to each user.

* |f you wish to know more than you need
to know about creating digital signatures,
go to the following link:

http://www.adobe.com/designcenter/acrobat
/articles/acr8at_createsig 02.html




http://www.adobe.com/designcenter/acrobat/articles/acr8at_createsig_02.html

http://www.adobe.com/designcenter/acrobat/articles/acr8at_createsig_02.html
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_Dlgltal Signature Instructions

PART 1 —
Getting Started

Adobe’ Reader:
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Digital Signature Instructions

Method 1 — Creating a Digital Signature from
an Adobe Form

CLSjgnature
SIG: v ©

Click on the digital signature field after you
have completed the form.

Adobe Reader i E

You are about ta sign an uncertified document, The document could have been
altered without the author's consent, Unless wou received this File from a
krusted source, you may nok wish to sign ik,

[ :QEI not shiaw this message again:

Ik

You may then see this message the first time you want to sign a document.
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B D'9'tal Signature Instructions

Method 1 (continued)

Apply Digital Signature - Digital ID Selection

Please seleck a Digital ID to use ko sign this document,

— My Digital IDs

Marme | Issuer | Storage Mechanism | Expires |

You do nok have any suitable Digital IDs, Click Add Digital ID ko gefone
i,

—Digital ID Selection Persistence

% ncl me which Digital ID b use next ime
£ Use this Digital ID until I close the application
€ Always use this Digital 1D

Help | Ik Cancel

Click on “Add Digital ID”
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Digital Signature Instructions

Method 2 — Creating a Digital Signature from
the Adobe Menu

Go to “Advanced” in the Menu Bar and then
“Security Settings.”

Adobe Acrobat Professional

File Edit Wiew Document  Comments Forms  Tools ' Window Help

Create POF = ,@ Combine Files - @ Export 4 2100 & Certify v

o

g W Y ¢ Security Settings...

Enable Usage Rights in Adobe Reader...

Print Production *
Fedaction k
Document Processing k
Web Capture L
Accessibility 3






gital Signature Instructions

Method 2 Continued

Click on Add ID.

» Security Settings

=

El

Digital IDs
Roaming ID Accounts
Digital ID Files
Digital Signature, pf
Windows Digital IDs

PECS#11 Madules and

Directory Servers
Time Stamp Servers

fdobe LiveCycle Policy Ser

X
( “H’; A 1D / Ussge Optionz = | ,? Certificate Details (= Export e Refresh j Remove ID
Marne | Issuer | Storage Mechanism | Exf
é Benjamin Koala <Benjamin. Koala@.., Benjamin Koala <EBenjamin.koala@sc,.. Digital ID File
Benjamin Koala <Benjamin.Koala@, .. Benjamin Koala <Benjamin.koala@s..,  ‘Windows Certificate Stare 201
Kl |

i
=)

Benjamm Koala
HHSA
Issued by: Benjarmun Koala
HHSA
Valid from: 200%/04/13 11:24:.31 -07'00"
Vahd to: 2014/04/13 11:24:31 -07'00"

Intended usage: Sign transaction, Encrypt docutment






PART 2 — Creating
the Signature

Adobe’ Reader:

Digital Signature Instructions






Digital Signature Instructions

Add Digital ID

Your Digital ID can be used to sign and decrypt documents, The Certificate that comes with wour
Digital ID is used by others when werifving wour signature and encrypting documents For you,

If wou have received a document requiring your signature, in most cases you should have already

been given instructions aon how ta abkain a Digikal ID, Otherwise vou can choose one of the
fFollowing options,

" Find an existing Digital ID
Browse For an existing Digital ID ko add to vour list of Acrobat Digital IDs.

ﬁ ¥ Create a Self-Signed Digital ID:

Create a self-signed Digital ID with a Certificate to distribute ko others who need to validate
walr Digital Signatures ar encrypt dacurments For yau,

{" Get a Third-Party Digital ID

@0 ko a \Web site with information on how to get a Digital ID, Third party Digital ID providers
qive bath senders and recipients a convenient way ta exchange Digital IDs,

Zancel | = B






Ital Signature Instructions

You may then see this message next.

Add Digital ID

=l Yiou are about to create a self-signed Digikal 1D,

You will be the only certifying authority For this Digital ID. Others wishing to walidate this
Digikal ID will need to contact wou directly. As a result, this Digital ID maw not be
appropriate for use in situations reguiting third party walidation,

lick Mext to continue creating this self-signed Digital I,

Cancel | < Bad






'I—--i___"‘—r?-.;i“—.—_; _,..--_I

Digital Signature Instructions

Optlon 1 - PKCS#12 Digital ID File
x|

Where would wou like to store your self-signed digital ID?

ﬁ {* New PKCS#12 digital ID file

Creates a new password protected digital ID file that uses the standard PECS#1Z2 Formak, This
commaon digital ID File Format is supported by most security software applications, incuding
major web browsers, PECS#12 files have a .pfx or .plZ file extension,

" Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Store where it will also be available to
other Windows applications, The digital ID will be protected by wvour Windows login.

Zancel | < Back @

The “New PKCS#12 digital ID file” option will create a password protected
digital signature that you save to a folder of your choice (likely the H:\ Drive)
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 Digital Signature Instructions

Option 2 — Windows Certificate Store

whiere would wou like to skore your Self-Signed Digital ID7

" New PKCS#12Z Digital ID file

Creates a new password protected Digikal ID File that uses the standard PECS#12 format, This
commen Digital I file Format is supported by most security software applications, including
rajar web browsers, PKCS#12 files have a .pfx ar .pl2 file extension,

* Windows Certificate Store:

ﬁ Your Digital ID will be stored in the Windows Certificate Store where it will also be available to
other Windows applications. The Digital I0 will be protected by your Windows login.

Cancel | + Ban

The “Windows Certificate Store” option will create a non-password protected
digital signature which is specific to your LAN ID and computer.





e Digital Signature Instructions

Add Digital ID

Enkter wour Identity inforroakios dwben generating the Self-Signed Certificate.

ame (&.q. Jobn Srith):

Crganizational Linit:

Qrganization Mame:

mail Address:

Countryf/Region: | LS - UMITED STATES

[ Enahble Unicode Suppart

ey Algarithm: | 1024-bit RS =i

Ilse Digital ID For: I Digital Signatures and Data Encryplion j

concel_| < sack @ o
A

Fill in your information then click “Finish” if creating a Windows Certificate
Store signature or “Next” if creating a PKCS#12 digital ID file signature.
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 Digital Signature Instructions

If you chose a PKCS#12 digital ID file then you will choose to
name and save your digital ID file and choose a password .
x|

Enter a file location and password For your new digital ID File, You will need the passward when wou
use the digital ID ko sign or decrypt dncuments You should makﬂ a noke of the file location so that

wou can copy bhis File For backus ater change options For this File using

the Security Setbs _

File Mame:

11 Digikal Signature. pfa Browse. .. |

Passwiord;

Confirm Passwiord;

Cancel | < Back

Fill in your information then click “Finish”






PART 3 — Signing &
Submitting a Form

Digital Signature Instructions

Adobe’ Reader:
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 Digital Signature Instructions

You may see this following the prior step, probably if you chose to
create your signature for the first time by clicking on the form
signature field (Method 1 from Part 1).

Apply Digital Signature - Digital ID Selection

Please seleck a Digital ID to us i i y=n 1
My Digi \
7

Marne | Issuer | Starage Mechanism | Expires |
Benjamin koala <... Benjamin koala <Benjarn...  Windaws Certificate Store 2014,05.05 17:56:02 2 >

~—_ -

/

add Digikal ID| Refresh |

Choose one

Digital ID Selection Persistence

¥ nck me which Digital ID ko use next time

™ Use this Digital ID until I close the application
" Alwayvs use this Digital ID

Help | ancel






Digital Signature Instructlons

Sign Document x| Sign Document
| Digital I0: EENEREEEE]

Digital ID: EEnEEEEE

Digital Identification Digital Identification

) . Sigm transaction, Encrypt document
Sign transaction, Encrypt documeant 9 P

i K <farjemnin Ko Berijarnin Koala <Benjamin.Kealagecounty.ca.goes
amin Keala <Banjamin Koalagodocunty.cagovs

20014/04/13 11:24:31 0700
201 4/04/06 07:55:01 0700

Banjamin Koala

Password; I

v | Skandard Text +| @& | |
Appearance I J . Appearance: IStandard Text j
n n . .
e n a I I I I Digitally signed by Benjamin Foala _ . .
DM: cn=Benjamin Koala, o=HHSA, e nJ a I I I I Dhgitally signed by Benjamin Koala

OM: en=Benjamin Koala, o=HHSA,

Banjamin Koala

ou=Fiscal, email=Benjamin. o ou=FSS0-Fizzal, email=Benjamin.
Hoala@sdocounty ca.gov, c=US ;

e - - Hoala@scounty.ca.gov, o=lUS
n KO a | a Date: 2000 0410 14:3:17 -07'00 n KO a | a Kosla@scounty.cagoy. c=US

Refresh IDs | @ Zancel |

You will see either of the above when you choose to sign, depending on your
signature type. For the PKCS#12 digital ID file you will need to enter your password.

Refresh IDs | Zancel |
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After signing you should be prompted to save the form
before submitting. Save it where you choose for your own
records.

— Finance Officer Stamps j = 5 E5-
Hiztamny

@ Deszktop
4 My Documents

L My Computer pdf
=24 3 Floppy ()

= Wak_10090 [C:)

Deszktop @ Pinnacle_Spstems (1] T-{j
s ==4bkoalal on 'Coedid] 84U zere31 845CeHed' [H At

i) = enterprige on 'cosd.co.san-diego.ca. ushsandt
My Dacuments =2 hhza on 'cosd.co.zan-diego. ca.usheandfzroot
1 FsD

] FiscalSves Type: Adobe Acrobat Document

[ MCI Group File _Si_ze: 7S KR
(0] Asset Database Project Modified: 4y 10/2009 2:01 PM

5] Finance Officer Stamps
by Metwork, Places Hf j Save

Saveastyps:  |Adobe PDF Files [*.pdf) Rl Cancel |






2 Digital Signature Instructions

« After signing and saving...

. . Digitally signed by Benjamin Koala
e n a m I n Koa | a DN: cn=Benjamin Koala, o=HHSA, ou=Fiscal,
J email=Benjamin Koala@sdcounty.ca.gov, c=US

Date: 2009.04.10 14:42:55 -07'00"

e ...Submit the form\ Submit by Email |

£® CIN REQUEST FORM.pdf - Message (HTML)
— )

Inserk  Format  Tools  Actions  Help

G20 @8 B Y §| v oms. @ ...send

And you’re

Subject: | CIM REQUEST FORM. paf

Attach... | IECIN REQUEST FORM,pdf (129 KE) d O n e -
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