COMMONWEALTH OF KENTUCKY

Cabinet for Families and Children

Department for Community Based Services


TO:
All IV-D Agents
PHTL No. 234


Staff
MTL No. 590


Division Of Child Support


Division Of Service Regions


Child Support Section

FROM:
Dietra Paris


Commissioner

DATE:
December 1, 2001

SUBJECT:
Revised Custodial Parent Notification of Prioritization Action (Form CS-31), Employer/Military Location Request (Form CS-46A), Other Location Request (Form CS-46B), Postal Check (Form CS-47) and Procedural Instructions

The name of the CS-31 has been changed from “Payee Notice of Prioritization Action” to “Custodial Parent Notification of Prioritization Action”.  The CS-31 is used by State Parent Locator Section (SPLS) staff and other child support staff. 

The CS-31A has been obsoleted.  The CS-31 and the CS-31A were the same form; however, the CS-31A was completed manually for Foster Care (FC) cases because when a CS-31 is generated from KASES on a FC case, the Kentucky Foster Care System is listed as the custodial parent instead of the Children’s Benefits Worker or the Department of Juvenile Justice (DJJ) Benefits Specialists.  As a result of this discrepancy, the CS-31 must be completed manually for a FC case.  Caseworkers can print the CS-31 for a FC case from the Division of Child Support’s Policy Updates Website at http://cfc.state.ky.us/dcspolicies/index.asp and copy as needed.  A list of the Children’s Benefits Workers and the DJJ Benefits Specialists can be found in the Appendix of the Prosecutor’s Handbook and the Appendix of the Manual of Forms. 

The CS-46A, CS-46B and CS-47 are used by SPLS and by child support staff in local locate attempts.  These forms have been revised due to migrations that have changed the forms on KASES.  KASES staff have revised the forms as necessary through Design Change Requests (DCR’s), thus making the versions in the Manual of Forms obsolete.  The procedural instructions have been revised to include general procedures and omit detailed procedures as the forms are now KASES generated. 

The procedural instructions for all forms have been revised to reflect the new format being used by the Division of Child Support.  

PHTL No. 234/MTL No. 590

December 1, 2001

Page Two

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 Prosecutors’ Handbook and the Manual of Forms are to be updated as shown below. 

Instructions for Handbook Maintenance
Remove
Insert
Payee Notification of 
Custodial Parent Notification of 

Prioritization Action (Form CS-31)
Prioritization Action (Form 

(Rev. 1/96) and Procedural 
CS-31) (Rev. 12/01) and Procedural Instructions (12/1/96)
Procedural Instructions (12/1/01)

Payee Notification of 


Prioritization Action (Form 


CS-31A) (Rev. 12/96) and 


Procedural Instructions 

(12/1/96)



Employer/Military Request (Form 


CS-46A) (Rev. 12/01) and 


Procedural Instructions (12/1/01)


Other Location Request (Form 

CS-46B) (Rev. 12/01) and Procedural Instructions (12/1/01)

Postal Check (Form CS-47)

(Rev. 12/01) and Procedural Instructions (12/1/01)

Instructions for Manual Maintenance 

Remove
Insert

Payee Notification of 
Custodial Parent Notification of 

Prioritization Action
Prioritization Action

(Form CS-31) (Rev. 1/96)
(Form CS-31) (Rev. 12/01)

and Procedural Instructions
and Procedural Instructions 

(12/1/96)
(12/1/01)

Payee Notification of 

Prioritization Action 

(Form CS-31A) (Rev. 12/96)

and Procedural Instructions 

(12/1/96)
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Instructions for Manual Maintenance (Continued)

Employer/Military Request
Employer/Military Request

(Form CS-46A) (Rev. 4/90)
(Form CS-46A) (Rev. 12/01)

and Procedural Instructions
and Procedural Instructions

(8/16/94)
(12/1/01)

Other Location Request (Form
Other Location Request (Form

CS-46B) (Rev. 4/90) and 
CS-46B) (Rev. 12/01) and 

Procedural Instructions
Procedural Instructions

(8/16/94)
(12/1/01)

Postal Check (Form CS-47)
Postal Check (Form CS-47)

(Rev. 7/86) and Procedural
(Rev. 12/01) and Procedural 

Instructions (7/1/86)
Instructions (12/1/01)







