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Revised Procedural Instructions for the Notice of Assignment or Authority to Collect (NAR) and Notice Modifying Prior Notice (VN)

The “General Procedures” and the “Detailed Procedures” of the procedural instructions for the NAR and VN have been revised to remove information about completing the NAR and VN for Foster Care (FC) and Department of Juvenile Justice (DJJ) cases.  This change has been made because the child’s custodian changes from the payee named in the court order to the Cabinet for Families and Children (CFC) when a child is committed to CFC.  Therefore, it is not appropriate to complete a NAR or a VN for a FC case or a DJJ case because there has been a payee change.

The best practice for directing support to CFC when a child is committed and placed in out-of-home care is for contracting official staff and Division of Protection and Permanency (DPP) staff to work together at the local level to ensure that a representative from the contracting official’s office is present in court when a child is committed to CFC.  The contracting official representative can bring the matter of child support before the court and try to ensure that a support order is set for each noncustodial parent to pay support to CFC for reimbursement of money expended for the child by the Title 

IV-E Program.

NOTE:  See Information Release #907/Information Memorandum 02-04 (3/12/02) for information about the $50 incentive payment that is paid to contracting officials for support orders entered for FC and DJJ cases.

Contracting official staff are to remember that there needs to be one controlling order related to each noncustodial parent or obligor.  It may be necessary to take judicial action in the appropriate court to change the underlying order that was in effect when the child was committed to CFC.  This may be necessary to avoid having different amounts of child support owed in different courts at the same time.
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If orders are not entered for the mother and the father to pay support at the time of a child’s commitment to CFC, then judicial action must be taken to have support orders entered.  Either contracting official staff can initiate judicial action or regional child support staff can refer cases to the appropriate contracting official’s office for the initiation of judicial action.  When this occurs, a C Hold (Caseworker Review) is placed on the existing or old case with the support order and notes are attached.  A request is made by the contracting official to the court to determine how the held money is to be distributed.  All cases related to the child are monitored for the completion of judicial modification action and the distribution of held money.

The “General Procedures” for the NAR and VN also have been revised to change the instructions for generating these forms on the Kentucky Automated Support and Enforcement System (KASES).  Instructions for generating forms on KASES have been changed because the FormsGen document generation process has been migrated to KASES.  The FormsGen function is described in KASES Handbook Section 10.000, FORMSGEN (CASEWORKER DOCUMENTS).  The FormsGen function allows caseworkers to retrieve data from the KASES Mainframe and send that data to their desktop computers to perform a mail merge within Microsoft Word.

THIS TRANSMITTAL LETTER IS TO BE SAVED AND FILED FOR FUTURE REFERENCE AS IT EXPLAINS CHANGES THAT HAVE BEEN MADE TO THE HANDBOOK/MANUAL.

The SPECIAL FORMATS section for forms in the Prosecutors’ Handbook and the SPECIAL FORMATS section in the Manual of Forms are to be updated as shown below and on page three.

Instructions for Handbook Maintenance
Remove
Insert
Procedural Instructions for the 
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PHTL No. 239/MTL No. 595 (3/16/02)

Prosecutors’ Handbook Section 23.000, Foster Care (12/16/00)
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Instructions for Manual Maintenance
Remove
Insert
Procedural Instructions for the 
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(VN) (3/16/02)
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Cross References
PHTL No. 239/MTL No. 595 (3/16/02)

Operations’ Handbook Section 31.000, Foster Care (12/16/00)







