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DATE: 
December 19, 2008
SUBJECT:  
Procedures for Payments Received by Contracting Officials’ Offices
In response to several concerns identified during an audit by the Federal Office of Inspector General and an effort to minimize potential mishandling of payments and fraudulent situations, pursuant to the Code of Federal Regulations (CFR) below, the following procedures are to be implemented immediately.  This policy is intended to address internal control and provide protection from liability for Contracting Officials’ staff.
45 CFR 302.20 requires the separation of cash handling and accounting or operating functions.  45 CFR 302.19(a) and (b) requires that each person who has access to or control over funds collected under the child support enforcement program be covered by a bond against loss.  This requirement applies to each person who receives, disburses, handles, or has access to support collections.  The cost of bonding is reimbursed at the current Federal Financial Participation (FFP) rate under direct costs on the monthly billing report.

A Contracting Official who is under cooperative agreement with Child Support Enforcement (CSE) serves as CSE's agent for the collection of child support payments.

Contracting Officials may accept the following types of payments:

· cash

· money orders

· checks

· bonds

When Contracting Officials’ staff accept a payment, the following procedures shall be followed:

· A receipt is given to the payor.  Documentation of the receipt (i.e. photo, carbon or electronic copy) shall be retained for the office.  
· A copy of the payment document (check, bond or money order) will be made and retained with the receipt. 
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· A daily log of all payments accepted shall be kept within the office. 
· Staff will appropriately document on KASES (case level self event) the acceptance of the child support payment, type and amount of payment.
Participants should be encouraged to obtain a money order or check.  When a cash payment(s) is received, it is deposited in a separate bank account from the account used for IV-D expenditures.  A check is written from that account for the amount of the payment and sent to CCU.
Note:  All payments collected should be made payable to CSE, and be properly identified with a IV-D number, social security number, noncustodial parent’s name, and custodial parent’s name.  Contracting Officials shall make an effort to deposit any cash payment(s) into the bank on the day of receipt.  Payments must be forwarded to the Centralized Collection Unit (CCU) by Contracting Officials’ staff no more than one (1) business day following their receipt.  All payments must be kept in a secure location until they are forwarded to CCU.  Payment(s) received by cash shall not be deposited in the Contracting Officials’ account for IV-D expenditures.  Payments received by check, money order or bond shall not be deposited in Contracting Officials’ Accounts.
If the noncustodial parent chooses to make a payment in excess of $2,000 and the bank refuses to verify the funds, the Contracting Officials Staff will advise the custodial parent of the possible delay.






