COMMONWEALTH OF KENTUCKY

Cabinet for Health and Family Services

Department for Community Based Services

TO:
All IV-D Agents and Staff
CSHTL No. 112

Division of Child Support

FROM:
Jason C. Moseley

Director
DATE:
August 1, 2006
SUBJECT:
Revised Conflict of Interest Case Transfer Sheet (Form CS-7) and its Procedural Instructions
The CS-7 and its procedural instructions have been revised to update the format and to reflect technical changes to be consistent with other forms and procedures.  The CS-7 and its procedural instructions have been updated on the Division of Child Support’s Intranet Web page.  

The following revisions have also been made to the CS-7 and its procedural instructions:  

· Changed “Cabinet for Families and Children” to “Cabinet for Health and Family Services” wherever it appeared due to reorganization of state government.

· Changed the term “noncustodial parent or obligor” to “noncustodial parent” per Child Support Memorandum No. 30.
· Removed the “Children First” logo and added the “Unbridled Spirit” logo per CHFS Secretary’s instructions.

Based on comments received during the review period, the following changes have been incorporated:


Form CS-7
· Added a line for the contracting official’s office transferring the case and a line for the responsible workers.  
· Petitioner and Respondent were changed to Custodial Parent and Noncustodial Parent, respectively.
· Added a line to indicate which Contracting Official was contacted, date contacted and if documents were attached.

· Added a line: Documents Attached, yes/no.

Procedural Instructions
· The procedural instructions were revised to state “This is a case that child support staff has determined “inappropriate” to handle rather than “impossible.”
· Added a statement that an event should be documented on KASES, so if the case is determined not to be an appropriate conflict of interest and returned, notes can be added to the initial event.
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Procedural Instructions (continued)
· Added instructions that all worklists should be worked and updated by having an audit completed prior to case being transferred so case will be correct when received by the Attorney General’s office.
· References to “child support staff” were changed to “contracting official child support staff.”
· Added an explanation of the “buddy system.”
· Changed the statement to send the CS-7 to the Technical Assistance Advisor instead of Maria Lewis.
This transmittal letter is to be saved and filed for future reference as it explains changes that have been made to the Kentucky Child Support Forms.  The Child Support Forms are to be updated as shown below.  
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Conflict of Interest Case Transfer Sheet
Conflict of Interest Case Transfer Sheet

(Form CS-7) (Rev. 11/02) and Procedural
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