Appointment Letter & CS-137 (May 2006) 
Question:  “For loss of contact when initiating closure, the operations manual states we must try to contact the custodial parent before closing the case.

When a npa case has not been reviewed in several months or even years and there has been no contact from the cp, we have found that some offices will send an appointment letter to the last known address and if there is not a response, a cs-137 is then sent. Other offices are not sending an appointment letter or attempting to make contact first, but, is sending a cs-137 when the case is reviewed. Which is the appropriate way to initiate closure for loss of contact in this instance?”

Answer:  Per Division of Child Support Staff,  "AM 01-05/IR # 886 dated 06/10/2001, the case closure criteria at 45 CFR 303.11 (b) was amended effective 04/19/1999.  And as the criteria relates to the loss of contact with a client it states…”For a non-KTAP case, the IVD agency is unable to contact the custodial parent within a 60 day period despite an attempt of at least one letter sent by first class mail to the last known address.”


"The CS-137 cannot be the “at least one letter” contact to the client.  Best practice would be to send the appointment letter to the last known address and if no response then issuing the CS-137 is the correct procedure to follow.  Sending the CS-137 prior to attempting contact does not comply with federal regulations."

