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6.010 Case Record Defined
The case record is that material relating to the IV-A notice of voluntary absence of a payor, the application for non-AFDC services, the IV-E referral, and any material relating to activities performed by the IV-D agency for the purpose of establishing paternity for a child born out-of-wedlock, establishing or enforcing a child/medical support obligation, collecting and distributing support collections, and determining the whereabouts of a payor.  The contents of the case record will include material showing any IV-D effort or action, including narrative recordings, i.e., telephone contacts with the payee or payor,

6.030 Branch Responsibilities
It is the responsibility of all Branches in the Division to ensure that all records are made and maintained in the required fashion.  It is also ' the responsibility of each Branch to impose necessary controls upon case work activity to guarantee that proper case management and case work procedures are followed.

6.050 Case Contents
Contents of the case record shall include, but are not necessarily limited to, the following:

(a)
The referral document or documents received from either the IV-A agency, the IV-E agency, or the application for IV-D services of any other individual;

(b)
A record of any contacts with the AFDC client, the non-AFDC client, or the client's attorney, the date and reason for such contact, and the results of such contact;

(c)
A record of any contacts with the payor or the payor's attorney, the date and reason of the contact, and the results of such contact;

(d)
A record of local location and the dates and results of these efforts;

(e)
A record of state location or the Federal Parent Locator Service efforts and the dates and results of these efforts;

(f)
Copies of court orders pertaining to child support and custody and a record of efforts used to obtain copies of the documents;

(g) A record of referrals to contracting officials for legal action to establish paternity, set child/medical support, make payee changes, and enforce a child/medical support obligation;

(h) Copies QF,CHR Notices, administrative orders, affidavits, and-agreements;

(i) Records of arrearage calculations, including documentation of how the AFDC grants, payment amounts, and the obligation amount were obtained;

(j) Records of requests from contracting officials for information and for action including location services;

(k)
A record of communications and requests to and from the state or local agency administering the state's Title IV-A plan;

(1)
A record of communications and requests to and from any other IV-D agencies; and

(m)
A notation in the case record of the prioritization of the case and the date and reason for taking the action.

6.070
Case Arrangement
For the sake of uniformity, the case record shall be organized in the following format and order:

1)
CS-34.(IV-D Case Activity Summary)/PA-116(Case History Sheet) with the most current on top.  PA-116's were formerly used as the IV-D case activity summary;

2)
CSR-08's (Case Status Documents), with the most recent on top;

3)
Interim recordings (Form CS-49), with the most recent on top;

4)
Form(s) PA-125 and PA-125.1 Part I or Forms PA-157; or Form PA-125 Series and Supplements; Form CS-33 and Assignment of Rights; or Child Support Form (DSS-890).

5)
Copies of the CHR Notices, administrative orders, Answer to Withhold forms, and Release of Order to Withhold/Deliver forms, with the most recent on top;

6)
Statement of Income and Resources and worksheet forms including copies of verification;

7)
Copies of all related court orders, with the most recent on top;

8)
Copies of signed Agreements between the payor and the Cabinet for Human Resources concerning the payment of current support/arrears;

9)
Copies of signed Unemployment Insurance Agreements or Notice of Claim documents;

10)
Copies of Affidavits;

11)
Copies of the Arrearage Cover and Computation Sheets (Form CS-54), ledger sheets, and PAFS-116's and PAFS-30's,

with the most recent on top;

12)
Form(s) PA-125.1, Part II; Supplemental Form(s) PA-125.1, or automated PA-125.1's (CSR-63A, CSR-63B, CSR-64, CSR-67, and CSR-71) with the most recent form on top;

@.13)
All case correspondence including advance notice letters, decisions, and PA-124.1 transmittals, with the most recent on top; and

14)
All location correspondence, with the most recent on top.

NOTE:  All related material (i.e., CHR Notices, interim recordings, etc.) will be stapled or paper clipped together with the most recent document on top.

6.090 Case Order for Merged Cases

During a merge all arrearage fields in the TO case are reduced to zero.  Care should be taken to insure that the merge is completed and the arrearage fields are corrected before distribution runs.

When a Delete, Merge, and Case Number Change Input Form (CS-6) is completed to merge two IV-D cases into one, these procedures must be followed:

1.
Staple the IV-D Case Activity Summary (CS-34) forms of the FROM case together and write "merged" across the front page.' Place these forms directly behind the'-CS-34's inside the TO case record.

2.
Staple the CSR-08 Case Status Documents of the FROM case together and write 'merged' across the front page.  File these CSR-08's-directly behind the CSR-08's inside the TO case record.

3.
Interfile all other case material in proper case order inside the To case record.  When one of the cases has correct arrearage figures, note them on an Interim Worksheet (Form CS-49).  Destroy the FROM case folder.

4.
Advise the office where the IV-D number was assigned by DCSE Exchange of Information (Form CS-17) of the IV-D number to be retained and of the IV-D number that will no longer be used.

When the new Case Status Documents (CSR-08) are received and forwarded to the appropriate section, the caseworker must review the case and make any changes needed to correct the TO case.  If there is a support obligation, corrections to the arrearage fields will be necessary.

6.110 Retention of Records
The "Records Retention and Disposal Schedule for the Cabinet for Human Resources" has been adopted by the Division of Child Support Enforcement.  The Branch Manager of the Accounting Branch is the Records Officer for the Division.  The Records Officer is responsible for maintaining the IV-D Agency's records in keeping with the official retention and disposal schedule.

Duplicate material from active case records is purged by caseworkers as cases are reviewed. No other material can be purged from an active IV-D case.

Inactive IV-D case records may be retrieved from archives and destroyed after three years.  When the hard copy case record is destroyed, the archives card is pulled and a Delete, Merge, and Case Number Change Input Form (CS-6) is completed to delete the IV-D case from the automated system.
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