Case Transfers (Nov. 2002) 
Question:  We have always been instructed to update the entire case record and take all needed actions before transferring case to another IVD county.  Lately when we receive a transfer in case, the participants have not been updated completely nor is case being reviewed for any administrative remedies that may be available.  It is our policy before transferring a case record out that we complete all actions needed, including administrative actions.  Now, this may cause the case to be held until ticklers have expired or until an administrative order is final and effective, but that doesn't matter here as we are servicing our children.  Is this still the correct way to transfer cases?  I received this response on a case that was transferred in and we were asked to complete an administrative wage order, "apparently all offices are trained differently on transferring of cases."  To my knowledge the only thing that has changed in the 14 years I have been in child support, is who we request the transfer from according to our MOU/IR.

We are also having trouble receiving hard copy files from counties that the Contracting Official's office is custodian of the files.  The action is being taken to transfer the case to our county code, however they will not forward any correspondence or orders and they refuse to put the new county IV-D worker # in the system.  Of course, once again, the system isn't being updated as needed.  Can you help with this also?” 

Office Manager's Clarification:  “Can the policy and procedures be addressed in the next Q & A.  I am not aware of any changes being made in transferring of cases so I think our procedures are correct.”

Answer:  Per the DCS Director's Office, the guidelines listed below are to be used for case referrals.  As stated in the original question dated 8/02, providing effective and efficient services to the families we serve must be the first concern when completing a case transfer.  Any time a request for action is received with address change information, the worker must determine if it is in the best interest of the parties to complete the action before transferring the file.  For example, if a wage assignment needs to be modified to reduce the withholding, the worker is to complete this action before the file is transferred.  A delay in completing this action will not only result in withholding more money than required, which is an inconvenience to the noncustodial parent, it will require additional work for child support staff. 

The following list details actions taken based on the client calling to change his/her address.  The actions may include, but are not limited to:  

· Update client’s address on KASES.

· Determine if he/she resides in a different county.

· Determine which office serves that county (case may actually stay in the same worker number as before, as some offices serve more than one county).

· Change county number to new county, if appropriate.

· Override the KASES referral to keep the case in the old worker number, if the worker is following through with a previously initiated action.

· Determine and complete any actions that can be taken prior to transferring the case to the appropriate worker.

· You may want to also check the case review sheet issued by IR 900/AM 01-09 as it may be a helpful tool in case transfers.

· When action is completed, refer the case on KASES to the new worker and send the hard copy files to the appropriate office.  

