17.090 CHILD(REN) TRANSFERRED FROM ONE CASE TO ANOTHER CASE

This subsection provides procedures for situations in which a child(ren) transfers from one IV-D case to another IV-D case.

The following actions should be taken by child support staff when a child(ren) is transferred from one case to another case.

"To" Case Responsibilities

The "to" county child support staff take the following actions when the referral for the transferred child(ren) is received:

1. Create on KASES any participant who does not exist on KASES but who is included in the referral.

2. If the child(ren) has transferred to an existing case, reactivate the child(ren) if the child(ren) was previously inactivated or add the child(ren) to the case.  Update participant information as needed.  If there is no existing case, create a new case by linking the participants included in the referral.

3. Send a MAIL worklist item to the “from” county child support staff requesting that a Modifying Notice (MN) be completed.  Also request copies of the following documents, as appropriate: 

· All relevant support orders.

· All income withholding orders.

· All Notice of Assignment or Authority to Collect (NAR) and Void Notice (VN) forms.

· The Unemployment Insurance Notice of Withholding (Form CS-76), if unemployment insurance intercept is in effect.

· The completed MN.

4. Document all actions taken on KASES.

No further action can be taken until the completed copy of the MN is received.  When the "to" county child support staff receive the DCS Transmittal (Form CS-15) with the attachments listed in Item #3, the MN is reviewed and the support order information is updated on KASES as needed.

If appropriate, the "to" county child support staff send a MAIL worklist item to the Accounting Branch, Distribution Section, specifying the amount of arrearage for the “to” case that needs to be adjusted. 

"From" Case Responsibilities

The “from” county child support staff take the following actions when the MAIL worklist item is received:

1. Inactivate the child(ren) participant.

2. Prorate the total support obligation to determine the amount CHFS will collect for each case and complete the MN.  Make the MN effective with the date of the change or effective immediately if the change occurred in the past.  

3. If wage withholding is in effect, follow the procedures listed in Subsection 17.110, Income Withholding for Modified Orders, of this handbook section.

4. Send a CS-15 along with the following documents to the "to" county child support staff, if applicable:

· All relevant support orders

· All income withholding orders

· All NAR and VN forms

· The CS-76, if unemployment insurance intercept is in effect

· The completed MN

5. Send a MAIL worklist item to the Accounting Branch, Distribution Section, specifying the amount of arrearage in the “from” case to be adjusted for the period after the effective date of the child(ren)’s transfer.  Include in the MAIL worklist item, a request that the transferred child(ren)'s portion of any support posted to the "from" case after the effective date of the child(ren)'s transfer, be adjusted and posted to the "to" case. 

6. Send a copy of the MN to all concerned parties notifying them of the change in the distribution of payments.

7. Document all actions taken on KASES.

