COMMONWEALTH OF KENTUCKY

Cabinet for Health and Family Services

Department for Income Support
Child Support Enforcement

TO:
All IV-D Agents and Staff
CSM No. 128

Child Support Enforcement Staff
FROM:
Steven P. Veno

Deputy Commissioner
DATE: 
December 1, 2009

SUBJECT:  Changes in Unemployment Correspondence Submission
Effective immediately, Unemployment Insurance (UI) correspondence, including the Unemployment Insurance Notice of Withholding (Form CS-76) and case specific questions, should be sent to the following email address:  WFD DES UI BPC CHILD SUPPORT.
As the CS-76 requires a signature in the signature field and must be notarized, the following processes should be followed upon submission:

· If you generate the CS-76 from Forms Generation, once the document has been merged into a word document, you must redact the first five (5) numbers of the Social Security number.  

(e.g. XXX-XX-1234)

· If your office has access to scanning and imaging capabilities, scan the original, signed and notarized, CS-76.  You must manually redact the first 5 (five) numbers of the social security number, prior to scanning.  Attach the scanned document to your email and send to the UI inbox detailed above.  
· If your office does not have scanning and imaging capabilities, complete the CS-76 electronically.  In the signature line type in the signature and in parenthesis indicate that the signed, notarized original is in the case file.  You must redact the first five (5) numbers of the Social Security number.  Attach the electronic version to the email and send it to the UI inbox detailed above.
Note:  It is imperative that documentation is sent only to the email address detailed above.  UI will not process request sent from any alternate email addresses.

Upon completion and submission of the CS-76, the signed and notarized hard copy is maintained in the case file.

The fax number currently used to submit UI correspondence will be operational for a limited time only to allow staff to adjust to the new method of submission.






