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30.010 REGULATORY REQUIREMENTSPRIVATE 

Staffing shortages may cause some contracting officials' offices to follow different procedures than the Division of Child Support Enforcement's (DCSE) central office in handling incoming collections.  However, central office and the contracting officials' offices must comply with 45 Code of Federal Regulations (CFR) Section (§) 302.20 which regulates cash handling and accounting functions.

45 CFR § 302.20, Separation of Cash Handling and Accounting Functions, provides the information listed below.

(a) IV-D RESPONSIBILITY

The IV-D agency will maintain methods of administration designed to assure that persons responsible for handling cash receipts of support do not participate in accounting or operating functions which would permit them to conceal in the accounting records the misuse of support receipts.  Such methods of administration shall follow generally recognized accounting standards.

(b) SCOPE

The requirement in paragraph (a) of this section applies to persons who participate in the collection, accounting, or operating functions which include:


-
IV-D agency employees and employees of any other state or local agency to which IV-D functions have been delegated,


-
employees of a court or any law enforcement official performing under a cooperative agreement with the IV-D agency, and


-
employees of any private or governmental entity from which the IV-D agency purchases services.

(c) EXCEPTION

The Regional Office may grant a waiver to sparsely populated geographical areas, where the requirements in paragraph (a) of this section would necessitate the hiring of unreasonable numbers of additional staff.  The IV-D agency must document such administrative infeasibility and provide an alternative system of controls that reasonably insures that support collections will not be misused.

30.020 RESPONSIBILITIES OF CONTRACTING OFFICIALS
Contracting officials who post collections to KASES are responsible for the following actions:


-
posting Aid to Families with Dependent Children (AFDC) and non-AFDC collections received;


-
forwarding to the Posting Section (PS) in the Accounting Branch (AB) by MAIL message all available identifying information concerning payments posted to the Unidentified Payors Account;


-
sending an adjustment request to the Distribution Section (DS) if the contracting official identifies a payment posted to the Unidentified Payors Account;


-
forwarding to PS in AB requests for information from IV-A, the Attorney General's Office, and the Inspector General's Office; and 


-
balancing the contracting officials' weekly and monthly collection reports with the CSR-1s for the same time period.

The mailroom in central office is named the Correspondence Control Section (CCS).  Clerks who process correspondence in contracting officials' offices are identified as Correspondence Control (CC) in this handbook section.  Staff who post payments in contracting officials' offices are identified as posting staff throughout this handbook section.

Contracting officials are responsible for balancing the weekly and monthly collection reports.  Contracting officials follow the same procedures followed by the area office collection sites for balancing the weekly and monthly collection reports.

The weekly and monthly collection reports must balance with the CSR-1s for the same time period.  These reports are sent to central office to be balanced with the CSR-1s for the period in question by PS's designated posting accountant.  The CSR-1s and a contracting official's weekly collection reports must balance with the pay vouchers received by Fiscal Services.

Subsection 30.100 outlines procedures followed by contracting officials for balancing weekly and monthly collection reports.
30.030 CORRESPONDENCE CONTROL AND CHECK COORDINATOR
Contracting officials' offices must follow federal regulations for processing collections.  These regulations for separating cash handling and accounting functions are outlined in Handbook Subsection 30.010.

Posting staff receive nonnegotiables on a daily basis for AFDC and non-AFDC collections and fees received by CC.  The separation of cash receipt handling and posting also applies to the person responsible for receiving correspondence from the post office.
Upon opening correspondence, the CC worker separates negotiables into cash and checks and processes the cash collections first.  The CC worker completes the following actions to process cash collections:


-
stamps the received date on any enclosed correspondence,


-
prepares a cash receipt in triplicate in the receipt book,*

-
sends the original cash receipt to the sender if the sender enclosed a self-addressed, stamped envelope (SASE),


-
files the original cash receipt if the sender did not enclose a SASE,


-
places the cash collection in an envelope and staples the first copy of the cash receipt to it, and


-
leaves the second copy of the cash receipt in the receipt book.

* The IV-D number must be included on the cash receipt.

Receipt books are maintained by posting staff and are filed chronologically.

The CC worker processes the remaining negotiables after processing the cash collections.  It is recommended that these negotiables be stacked according to size for ease and efficiency in processing.

The CC worker completes the following actions to process the remaining negotiables:


-
stamps the received date on any enclosed correspondence,


-
attaches any identifying correspondence to the outside of the envelope, and 


-
places the negotiable on top of the envelope.

If an absent parent brings a payment directly to a contracting official's office, the caseworker calls either the CC worker or the check coordinator to receive the check or cash.

If the absent parent pays in cash, a cash receipt is completed in triplicate.  The receipt lists the date the payment is received, the amount of the payment, and the name of the person who received the payment.  The cash receipt is signed by the caseworker and initialed by the CC worker or check coordinator.

If the CC worker and the check coordinator are not available to receive the payment, the caseworker's supervisor receives the payment.  If it is a cash payment, the cash receipt is signed by the caseworker and initialed by the caseworker's supervisor.

Determining the Received Date
When a collection is posted to KASES, the system automatically defaults to the current date.  However, posting staff can change the received date, if appropriate.

The received date is determined using one of the methods that follow.

1.
The date a payment is received by a collection agent is the received date when an absent parent is paying support through one of the following:


-
Domestic Relations,


-
Friend of the Court,


-
Clerk of the Court,


-
collection agencies under contract with the Cabinet for Human Resources (CHR), or


-
any collection agency or court in another state.


a.
If the collection agent submits a single check along with




a transmittal providing each absent parent's name, payment, and date of payment, the date of the payment is the received date.


b.
If there is no payment date on the transmittal, the date



of the transmittal is the received date.


c.
If there is no date on the transmittal, the date of the



check is the received date.


d.
If there is no other date, the post mark date is the




received date.

2.
When collections are received through wage withholding and the employer provides a transmittal with the date the payment was withheld, the withheld date is the received date.


a.
If the transmittal does not provide the date the payment




was withheld, the date of the transmittal is the received date.


b.
If the employer does not provide a transmittal, the date



on the check is the received date.

3.
When an absent parent or a client sends a payment directly to a contracting official, the date the payment is received by the official is the received date.

Posting staff can update payment information only on the same date the payment is posted.  After nightly distribution runs, any updates must be done through the adjustment process.  All adjustment requests are sent to the distribution accountant assigned to the contracting official's office.  Subsection 30.110 gives more information concerning the adjustment process.

If the IV-D number is not on the check but is on the envelope or on accompanying correspondence, the CC worker writes the IV-D number on the check with red ink.  THE IV-D NUMBER MAY BE WRITTEN ANYWHERE ON THE CHECK EXCEPT OVER THE BAR CODE ACROSS THE BOTTOM OF THE CHECK.

The CC worker forwards any correspondence received with a payment to the appropriate worker.  Correspondence which is forwarded to another worker is annotated with the preparer's initials and the amount received.

Next, the CC worker completes the following actions:


-
verifies that all personal checks have been signed,


-
verifies that the check is not postdated,* and


-
verifies that all negotiables are for child support.

* A postdated check is a check dated for the future and therefore cannot be cashed immediately.  A postdated check is held by CC in a tickler file and is not batched or posted until the date on the check is reached.  The date on the check is considered the received date.  A postdated check is returned to the sender with a letter of explanation and a request for a currently dated replacement check if it is dated for over a month in the future from the actual received date.
A negotiable can be accepted if it is made out to the client but is not signed.  A negotiable is returned to the sender with a letter requesting its replacement if it is made out to a party other than CHR or CHR's authorized agent and cannot be deposited.  A negotiable also is returned to the sender with a letter requesting its replacement if the negotiable is damaged by the post office and the amount cannot be read.

The CC worker makes a copy of the check and the letter if the check must be returned to the sender.  The CC worker keeps these copies in a file labeled Returned Checks.

The CC worker enters the following information into a Returned Negotiable Log whenever a check is returned to the sender:


-
date received,


-
name of sender,


-
amount of negotiable,


-
date returned, and 


-
to whom returned.

The CC worker handles receipts for cash payments the same way he or she processes negotiables.  The CC worker processes receipts (not the actual collections) for cash payments after negotiables. The explanation which follows applies to negotiables and cash receipts.

The CC worker stamps a sequential control number on all negotiables/cash receipts using the numbering machine.  The negotiable/cash receipt and the envelope in which it was received must bear the same sequential control number.  If more than one check is included in an envelope, each check must bear the same sequential control number as the envelope. 

The negotiables and cash receipts are placed face up as the CC worker numbers the items from the first to the last.  The envelopes are placed face down from first to last. 

The CC worker stacks and bands the envelopes together for later filing with the nonnegotiables.  The envelopes are destroyed after 60 days.

The CC worker stamps each negotiable with the contracting official's endorsement and stacks these negotiables face down from the first sequential control number to the last.

Next, the CC worker does the following:


-
enters the last sequential control number into the calculator as a plus, and


-
enters the previous day's sequential control number as a minus.

The total will equal the number of negotiables in the stack to be processed.  The CC worker turns the stack of negotiables over so that the bottom negotiable with the first sequential control number is now on top.  Beginning at the top of the stack with the negotiable with the first sequential control number, the CC worker enters the amount of each collection from the negotiables as a plus on the same tape.  The CC worker uses the numeric amount on the negotiable when running the positive tape.

If the numeric amount on a check differs from the written amount, the CC worker follows one of the procedures listed below.

1.
Use the "CERT FOR" stamp to certify the check for the written amount by stamping it under the numeric amount of the check.  When certifying a check for the written amount, first verify that the written amount on the check is the obligation amount that the absent parent has been paying on a regular basis.

2.
Use the "CERT FOR" stamp to certify the check for the numeric amount by stamping it under the numeric amount of the check.  When certifying a check for the numeric amount, first verify that the numeric amount on the check is the obligation amount that the absent parent has been paying on a regular basis.

The CC worker writes the processing date and the worker's initials on the calculator tape after totaling all the negotiables.  The CC worker labels this calculator tape as the positive tape.

After running the positive tape, the CC worker passes the negotiables to the check coordinator for photocopying.  The check coordinator runs a negative tape on the nonnegotiable copies.

The CC worker enters the appropriate information into CC's Posting Ledger after the check coordinator has run the negative tape total and balanced it with the positive tape.

Check Coordinator's Duties
The check coordinator uses a transparency to photocopy each negotiable and cash receipt.  The check coordinator copies the cash receipts because it is illegal to photocopy cash.
Before photocopying, the check coordinator labels the transparency with the date of copying in the upper right hand corner and the remittance transmittal number in the upper left hand corner.  Each area office and each contracting official's office determine the sequence of the remittance transmittal control number.  The check coordinator changes the control number each cay before copying the negotiables.

The check coordinator places the negotiables face up in a stack as each is copied to ensure that the negotiables are in numerical order after copying.

After the check coordinator makes copies of the nonnegotiables, the CC worker staples the positive tape to the negotiables and cash/cash receipts and places them in the safe.  CC does not prepare a deposit slip until the check coordinator verifies the positive tape balance.
The check coordinator then enters the amount of the positive tape into the calculator as a minus figure.  Using the nonnegotiable copies, the check coordinator enters each nonnegotiable amount as a plus.  The tape should total 0.00.  The check coordinator uses the written amount on the nonnegotiable when running the negative calculator tape.*  The check coordinator dates and initials the calculator tape in red and labels it as the negative tape.

* The two steps on the preceding page explain what to do if the numeric and written amounts differ.
The check coordinator contacts CC to resolve any difference if the totals do not agree.  A new tape is not completed.  The person who made the error circles and corrects it.  The person who did not make the error initials and dates the correction.

Identifying/Verifying IV-D Numbers
After the tapes are balanced, CC and the check coordinator identify the absent parents' IV-D numbers from the information provided on the nonnegotiables.

Space is provided at the bottom of the nonnegotiable to enter the following identifying information prior to posting:


-
absent parent's name,


-
absent parent's IV-D number(s),


-
payment type,


-
payment amount(s),


-
check/cash receipt number,


-
date received,


-
override one, and


-
override two.

If the nonnegotiable designates the IV-D numbers for which the collection is intended, the CC worker or the check coordinator writes each IV-D number in the override space provided at the bottom of the nonnegotiable.

If a IV-D number is not provided, Option 02-Case Information is selected to access the Inquire Case/Participant screen (ASEQOA).  This screen is accessed by entering any option on the Inquiry Functions or Accounting Functions Menus.

The following search options are used to identify case participants: 


-
participant's social security number and 


-
participant's name.

If CC and the check coordinator cannot identify the case participants using the above listed options on KASES and the case is on the CS System, they can use the participant's name on the CS System to find the old IV-D number.  They then enter the old IV-D number on the Inquire Case/Participant screen (ASEQOA) on KASES to identify the case participants.

If CC and the check coordinator cannot identify a payment, they write "unidentified" beside the IV-D number space on the nonnegotiable and enter all available information at the bottom.  Posting staff batch unidentified payments with regular payments and post the unidentified payments to account number 70.

Payments posted to account number 70, Unidentified Payor Account, can be released only by an adjustment through DS in CO.  Subsection 30.070 outlines procedures to follow when a collection is posted to account number 70.

Nonnegotiables may have a different address for the absent parent from the address listed on KASES.  Posting staff send the appropriate area office caseworker the new address by MAIL message.  Posting staff note on the MAIL message the date of the address change and how the new address was obtained.

30.040 COLLECTION TYPES, FEE TYPES, AND FEE PAYMENTS
Each collection received is identified by payment type.  Payment types are classified into one of two categories -- collections or fees.  Posting staff enter the payment type alpha code from the nonnegotiables into KASES.  The CC worker and the check coordinator identify payment types and enter them on the nonnegotiables.

The payment type appears on the Case Account Statement screen (ASEFAB) which is accessed through Option 09 on the Financial Management Menu screen (ASEMFA) on KASES.  The following list identifies the payment and fee types on KASES:


-
WAGE = wage assignment,


-
REGP = regular payment,


-
UIAG = unemployment intercept agreement (central office only)


-
STTX = state tax intercept (AFDC),* 


-
SNTX = state tax intercept (non-AFDC),* 


-
AFTX = federal tax intercept (AFDC),* 


-
NFTX = federal tax intercept (non-AFDC),* 


-
WTHD = withhold and deliver,


-
URES = collections received from another state's agency,


-
UINO = Unemployment Insurance Notice of Claim (central office only),


-
BOND = bonds (central office only),


-
FPLS = Federal Parent Locator Service fee (central office only),


-
NAAP = non-AFDC application fee (central office only),**

-
MARR = arrears adjustment,


-
RMNT = recoupment, and


-
APFE = HLA bloodtesting fee.

* All tax refund intercepts are posted in central office.

** The fee posting accountant posts NAAP fees directly to the client's participant account by using the client's MPI number.

Fees 

Contracting officials' offices post all fees received except for non-AFDC fees.*  Contracting officials can elect to retain regular non-AFDC application fees and count them as grant related income.  If a contracting official chooses not to retain non-AFDC application fees, these fees are made payable to DCSE and sent to the appropriate area child support office.

* Contracting officials must forward all parental kidnapping requests and fees to the State Parent Locator Section.  Parental kidnapping requests and fees are explained in Handbook Section 11.000, Location, page 18.

A check for a fee can be received directly from an absent parent or a collection agent such as a court or child support agency.  CC and the check coordinator process fees like other collections.

CC completes the following actions to process fees:


-
stamps any accompanying correspondence with the date received,


-
stamps the envelope and the fee negotiable with a special fee sequential control number, and


-
runs a positive tape on the fee negotiables using the numeric amount.

The check coordinator makes copies of the fee negotiables and runs a negative tape to balance with the positive tape from CC.  The check coordinator distributes the fee nonnegotiables to designated fee posting staff.

Posting staff place a two month hold on a genetic testing fee transaction for one of the following reasons:


-
the balance in the fee subaccount is less than the amount of the fee collection or


-
no fee subaccount was set up by the caseworker.

Posting staff send a MAIL message to the appropriate caseworker requesting that the fee subaccount balance be corrected or that a fee subaccount be created.  The two month hold gives the caseworker enough time to correct the fee subaccount balance or to create a fee subaccount.

A genetic testing fee collection will distribute to the subaccount with money due and not to the genetic testing fee subaccount if the genetic testing fee subaccount balance is less than the genetic testing fee collection or no genetic testing subaccount has been created.  The genetic testing fee collection distributes to the genetic testing subaccount once the correct balance is entered or the fee subaccount is created with the correct balance.

30.050 POSTING BONDS AND COLLECTIONS FROM TRANSMITTALS
Bond Collections
DCSE and contracting officials allow absent parents to post a bond to prevent the seizure of asset(s) when collecting past-due support.  Bonds specify the periodic payment amounts absent parents must pay.

Bonds Held by Contracting Officials
Contracting officials cash bonds obtained by absent parents from insurers to secure payment on arrearages owed by the absent parents when absent parents fail to make payments required by bonds.  Contracting officials forward amounts collected through cashed bonds to PS in central office for posting.

The contracting official's staff input payment instructions on the Post Payments to Payors screen (ASEFPC) and by MAIL message when a bond secured for arrearages is cashed.  These payment instructions are entered to help posting staff identify a collection received from a cashed bond.

The following information must be in the MAIL message:


-
amount of the cashed bond,


-
original arrearage amount the bond secures,


-
unpaid arrearage balance for which the bond was obtained,


-
amount of the AFDC arrearage included in the unpaid balance, and


-
amount of non-AFDC arrearage included in the unpaid balance.

If this information is not included in the MAIL message, posting staff must contact the contracting official's office to obtain it.

Posting Collections from Transmittals
A contracting official's office may receive a single check from a court, friend of the court, domestic relations office, or employer.  Each check from one of these agencies is accompanied by a list which is called a transmittal.

The transmittal should contain each absent parent's name, IV-D number(s), social security number, the amount withheld for each case, and the date the payment was withheld.

CC and the check coordinator follow the same preposting and batching procedures for collections listed on a transmittal as they follow for regular payments.

CC runs a positive tape of the collection amounts listed on the transmittal and compares it with the total on the transmittal check or checks.  The check coordinator makes a copy of each transmittal and each transmittal check(s).

The check coordinator runs a negative tape from each transmittal copy and compares it with the transmittal total which CC calculates.  All transmittal nonnegotiables are batched together.  The check coordinator records the total transmittal collections on the daily balance sheet beside the name of the designated posting staff person.

CC and the check coordinator are responsible for identifying absent parents listed on the transmittal.  The contracting official's staff contact the sender if the transmittal is missing identifying information and a search of KASES for an absent parent's IV-D number by CC and the check coordinator is unsuccessful.

Area child support offices keep a card file of absent parents' IV-D numbers and use this as a reference if a transmittal does not have an absent parent's IV-D number.  Contracting officials who post collections from transmittals may find it convenient to do the same.
The check coordinator records the following transmittal information in the Transmittal Log Book:


-
month the check(s) is received,


-
check number(s), and 


-
county or employer from which the check(s) was received.

The transmittal and nonnegotiable are filed for future reference after posting.  These are destroyed after three years.

Collections listed on a transmittal and received as a result of a wage withholding order are posted as payment type WAGE.

30.060 BATCHING NONNEGOTIABLES
After identifying the absent parents' accounts, the check coordinator completes the following actions:


-
batches the nonnegotiables up to 99 items per batch, batching all fee nonnegotiables together and all collection nonnegotiables together; and


-
totals each batch and attaches a cover sheet for each.

The check coordinator enters the following information on each cover sheet:


-
the date the nonnegotiables are given to posting staff,


-
the number of nonnegotiables contained in the batch,


-
the date CC received the negotiables,


-
the total amount of collections contained in the batch,


-
the type of collections contained in the batch, and

    -
the check number if the collections are on a transmittal.

The check coordinator batches cash receipt nonnegotiables and check nonnegotiables together.  Check nonnegotiables received with transmittals are batched separately.

Checks with transmittals are not necessarily for wage withholding.  Absent parents may send collections directly to a court, to a friend of the court, to a domestic relations office, or to a contracting official's office which does not post collections. 

The check coordinator enters the total for each batch type on a Monthly Cumulative Balance Sheet when the totals agree.  The Monthly Cumulative Balance Sheet is compared at the end of the month with CC's monthly ledger of payments received.  The positive tape is filed with CC's Posting Ledger, and the negative tape is filed with the Monthly Cumulative Balance Sheet in the area collection site.

The check coordinator distributes the nonnegotiables to posting staff after the absent parents' accounts are identified.

The check coordinator divides the nonnegotiables into batches.  A batch can contain up to 99 items.  Upon receipt of the batches, posting staff run a calculator tape for each batch and prepare a KASES Batch Ticket (Form CS-24) for each batch.  Posting staff use the CS-24 to record the batch number assigned by KASES and place the CS-24 on top of each batch.

Posting staff use the following batch information to complete a CS-24:


-
batch date,


-
number of items,


-
batch collection total,


-
batch number assigned by KASES,


-
name of the person who prepared the CS-24, and


-
name of the person who entered the batches.

Posting staff select the Create/Update Payment Batch screen (ASEFPA) and input the following batch information on this screen:


-
number of items in the batch,


-
batch collection total, and


-
batch date if other than today's date.

The batch date on the CS-24 is entered on the Create/Update Payment Batch screen (ASEFPA) if the posting date is different from the batch date.  The batch effective date found on the Create/Update Payment Batch screen (ASEFPA) defaults to the current date.

30.070 POSTING NONNEGOTIABLES
Posting staff post payments to the Post Payments to Payors screen (ASEFPC) after they complete the Create/Update Payment Batch screen (ASEFPA).  Posting staff record the batch number assigned by KASES before posting payments.  The batch number is found on the upper right hand corner of the Post Payments to Payors screen (ASEFPC).  Posting staff record this information on the CS-24.

Posting staff must complete the following fields on the Post Payments to Payors screen (ASEFPC):


-
case number or MPI number,


-
payment amount,


-
payment type, and


-
check (CHK) or receipt (RCPT) number.

Posting staff review the payment instructions on the Post Payments to Payors screen (ASEFPC) for each item when posting payments.  Posting staff always review the displayed information on each item to ensure that the payment is posted properly.

Contracting officials' offices send a MAIL message to the PS supervisor, worker number 300x022, if they are posting lottery winnings.  The MAIL message must include the following:


-
absent parent's name,


-
amount of the payment, and


-
absent parent's MPI number.

Batches allocate to a case's IV-D number during nightly processing.  Therefore, DS must complete all updates after nightly processing through the adjustment process.  DS assigns each contracting official's office a worker number to which adjustment requests are sent.  Subsection 30.110 gives more information concerning the adjustment process.

Multiple Case Collections
Posting staff post payments to an absent parent's MPI number if there are no payment instructions on the nonnegotiable or the Post Payments to Payors screen (ASEFPC).  KASES automatically allocates payments among the absent parent's cases when a payment is posted to the absent parent's MPI number.  This applies when each case has a current support order and/or any of the arrearage subaccounts are open.

If the collection does not equal the total support obligation, KASES allocates the collection as follows:


-
converts all obligations to a monthly amount,


-
totals all the absent parent's current obligations, 

 
-
divides each obligation by the total from the second step to obtain a percentage, and


-
multiplies the percentage times the payment amount to get the portion to be applied to current support.

Posting Override Payments
Payments are posted to an absent parent's MPI number unless a IV-D case number(s) is designated in the override portion of the nonnegotiable.  A payment posted to the case number field will not allocate the payment to the specific case number.  Any payment posted to the case number field will allocate to all of the absent parent's cases.
The IV-D numbers to be overridden are found at the bottom of the nonnegotiable.  To override KASES automated distribution, posting staff enter the specified IV-D number(s) in the override field(s) on the Post Payments to Payors screen (ASEFPC).  The override field directs a payment to a specific case.  The override function is also used if a court order specifies that a collection is to be applied to a specific IV-D case(s).

Posting staff can enter no more than two overrides.  However, a nonnegotiable with more than two overrides can be copied and the additional override(s) posted as a separate item(s).  Posting staff press PF-5 Notes Process at the bottom of the Post Payments to Payors screen (ASEFPC) to access the Create Event/Transaction Notes screen (ASEUNA) and describe each separate override item posted.

Posting Spousal Support
When posting a payment for both child support and spousal support cases, posting staff review the payor instructions found on the Post Payments to Payors screen (ASEFPC).  When a child support case has a related spousal support case, the payor instructions inform posting staff of the IV-D numbers and the obligation amounts for both cases. 

If the spousal support case and the related child support case are the absent parent's only cases, posting staff post the payment to the absent parent's MPI number.  If the absent parent has additional cases, posting staff allow KASES to use the percentage method to allocate the payment between the child support case and its related spousal support case.

When posting a payment for child support and spousal support, posting staff complete the following actions:


-
enter the payment amount on the Payment Amount field;


-
enter the appropriate payment type in the Payment Type field;


-
enter the date the payment was received if it is different from the posting date;* 


-
enter the check or receipt number in the CHK/RCPT field;


-
if the absent parent only has two cases, post to the  absent parent's MPI number; or


-
if the absent parent has more than two cases, enter the IV-D number of the child support case in Override Case number one, and the IV-D number of the spousal support case 

      in Override Case number two.

* KASES defaults to the current date.  If the received date for the payment is prior to the posting date, the caseworker enters the date the payment was received in the Date Received field.  Subsection 30.030 defines how to determine the date a collection is received.

Unidentified Payor Account
Posting staff post a payment to account number 70, Unidentified Payor Account, when there is not enough information to identify the case to which the payment belongs.  Posting staff do not post a payment to account number 70 until CC and the check coordinator have made all reasonable attempts to identify the case.

Posting staff send a MAIL message to PS concerning the unidentified payment after they post the payment.  Posting staff input as much identifying information as possible in payment identification notes.  Posting staff send the MAIL message to worker number 300x012 and include the following information:


-
batch number,


-
item number, and


-
amount received.

If posting staff identify a payment before they send the MAIL message to PS, they send a Mail message requesting an adjustment to their assigned accountant in DS.  Posting staff include the following information in the MAIL message:


-
batch number;


-
item number;


-
IV-D number;


-
children's names,if available; and


-
amount received.

Hold Status
A hold status stops the allocation or distribution of a collection.  KASES has two hold options:


-
Hold/Release Account option (Select 07) and


-
Hold/Release Transaction option (Select 14).

The Hold/Release Account option is used to update the hold or release status of the participant or case account.  No funds will move through the participant or case accounts when the Hold/Release Account option is used.

A hold is placed on the case or participant account for the following reasons:


-
the client's address is invalid, (client participant  account level),


-
the payment is a nonsufficient funds check, (absent  parent participant account level), or


-
a caseworker is recalculating arrearages (case account level).

The Hold/Release Transaction option is used to hold or release funds within a selected transaction.  Payments outside the "held" transaction move through KASES.

A hold is placed on the transaction for the following reasons:


-
the IV-D case is in Status CLSD (case closed),


-
the IV-D case is in Status PEND (case pending),


-
the IV-D case is in Status PENDA (case pending approved),


-
the IV-D case is in Status INCO (case incomplete),


-
a genetic testing fee subaccount needs to be set up, or


-
the balance in the genetic testing fee subaccount is less than the amount of the genetic testing fee collection.

Posting staff may discover that the case is closed when identifying a payment.  Posting staff place a hold on the transaction when the case is closed and take no further action for the held payment.

Held payments are recorded on the Undistributed Receipts Register (CSR-3) which area office caseworkers review.  Area office caseworkers review CSR-3s and take appropriate action for the status of the closed case and the held payment.

Batch Balancing and Filing Nonnegotiables
After each batch is posted, KASES calculates the difference between the expected number of items entered and the actual number of items entered.  KASES also calculates the difference between the expected batch total amount entered and the actual batch total amount entered.

The expected number of batch items and the expected batch totals are entered on the CS-24 before posting.  KASES shows the difference if the expected number of items and/or expected batch total amount entered does not balance with the actual number of items and/or the actual batch total amount input.  Posting staff review the batch list for errors if the system does not show that all batch items and total amounts balance.  Posting staff make the necessary corrections if they find an error.  Posting staff run a calculator tape on the batch of nonnegotiables if they do not find an error in the batch list.

If the tape does not balance, posting staff correct the expected item and/or total amount on the Balance Payment Batch screen (ASEFPB).  Posting staff press Enter to recalculate the batch after they make corrections.

Daily Receipts Register (CSR-1)
After each batch has been processed, KASES produces a CSR-1 which can be viewed on the Report Management Distribution System (RMDS).

The CSR-1 lists the following:


-
contracting official's office name,


-
batch entry date,


-
worker name,


-
batch number,


-
item number,


-
payor name,


-
MPI number,


-
payment type,


-
payment total,


-
worker number,


-
location code,


-
batch totals, and


-
item count.

Posting staff must match the CSR-1 with the calculator tape of the appropriate CS-24.  The CS-24's calculator tape is stapled to the CSR-1 and is compared with the Posting Ledger to verify that the amounts balance.  If all the amounts balance, a check mark is placed next to the CSR-1 column of the posting ledger.  Each CSR-1 and each CS-24 calculator tape are retained for three years and then are destroyed.

Filing Nonnegotiables
After balancing each CSR-1, posting staff file nonnegotiables alphabetically.  The nonnegotiables are forwarded to the Operations Support Branch in central office every six months to be microfilmed.  The microfilm copies are returned to the contracting officials' offices for filing.

30.080 REPORTS AND COLD CHECK LEDGER SHEET
Weekly reports are due in central office by Tuesday of each week.  However, if the end of a month falls in the middle of the week, the weekly reports must be mailed that day.

Monthly reports are due in central office by the third working day of each month.  Subsection 30.100 gives procedures followed by central office for balancing weekly and monthly collection reports for contracting officials' offices.
Central office must receive the weekly and monthly reports before balancing with each CSR-1 can be completed.  A copy of the Posting Ledger sheet is attached to each weekly and monthly report forwarded to central office.

Cold Check Ledger
When a nonsufficient funds check (cold check) is received from an absent parent, the cold check is deducted from the daily transfer on the day of receipt.

Posting staff enter the following information on the Cold Check Ledger:


-
the date the cold check is received by the contracting official's office beside Date,


-
the absent parent's name beside Case Name,


-
the IV-D number beside Case Number,


-
the check number beside Check Number,


-
the received date reported on KASES beside Received Date,


-
the date the cold check is deducted from the daily transfer beside Date of Transfer, and


-
the amount deducted from the daily transfer beside Amount of Transfer.

IT IS ESSENTIAL TO FORWARD THIS INFORMATION ON A WEEKLY BASIS TO THE ACCOUNTING BRANCH IN CENTRAL OFFICE OR PAY-IN VOUCHERS FOR TRANSFER OF DAILY MONIES FROM FISCAL SERVICES WILL BE LESS THAN COLLECTIONS.
Restitution Checks
Checks received which are payments on prior cold checks are forwarded to the Accounting Branch's program coordinator.
30.090 REQUESTS FOR COLLECTION INFORMATION
Requests for information from the Attorney General's Office, the Inspector General's Office, and IV-A made to a contracting official's office are forwarded to PS in central office.

The following are situations for which collection information may be requested:


-
returned AFDC checks,


-
AFDC recoupment, and


-
potential fraud.

30.100 BALANCING OF WEEKLY AND MONTHLY COLLECTION REPORTS FOR CONTRACTING OFFICIALS' OFFICES
The contracting official is responsible for balancing the office accounts with the CSR-1s and pay-in vouchers for the same time period.

KASES creates a CSR-1 for each batch processed by an area collection site.  The CSR-1 is generated from KASES in the contracting official's office and in central office.  The designated posting accountant in central office totals CSR-1s from contracting officials' offices to obtain daily, weekly, and monthly totals.  The daily, weekly, and monthly totals are balanced with weekly and monthly collection reports submitted by contracting officials.

Pay-in vouchers are sent to PS by Fiscal Services and represent the amount and number of child support collections deposited in a contracting official's bank account.  These collections are electronically transferred to CHR's bank account.  The designated posting accountant in central office must ensure that all of the CSR-1s and the weekly and monthly collection reports balance with the pay-in vouchers.

The designated posting accountant in central office completes the following actions after generating the CSR-1:


-
calculates the daily total from each contracting official's office total,


-
staples the calculator tape with each CSR-1's daily total to the last CSR-1 totalled for the day,


-
adds each daily total from the CSR-1s for a weekly grand total for all the CSR-1s generated that week,


-
staples the calculator tape of the weekly grand total to the last CSR-1 totalled for that week, and


-
inserts each CSR-1 by county in a binder.

The designated posting accountant in central office is continually correcting and balancing the various collection report totals which must be balanced with the pay-in vouchers.  The designated posting accountant's duties are the same whether balancing weekly or monthly collection reports except that weekly collection reports are balanced with the weekly total of all daily CSR-1s, and the monthly collection reports are balanced with the corrected weekly totals of all the daily CSR-1s.
Upon receiving the weekly or monthly collection reports, the designated posting accountant in central office completes the following actions:


-
balances the weekly collection report with the weekly total for all daily CSR-1s and


-
balances the monthly collection report with the corrected weekly totals of all daily CSR-1s.

If weekly totals of all CSR-1s and monthly totals of all CSR-1s do not balance with the weekly or monthly collection reports submitted by contracting officials, the designated posting accountant does the following:


-
contacts the responsible contracting official's office,


-
prints a corrected CSR-1 after the office responsible for the error corrects it,


-
circles in red the collection on the old CSR-1 that is in error, and


-
inserts a corrected CSR-1 next to the old CSR-1 and cross-references the two CSR-1s.

After the CSR-1s are cross-referenced, the designated posting accountant in central office uses red ink to annotate the following:


-
the reason for the error;


-
the date the error occurred; and


-
if applicable, the identifying numbers of the incorrect pay-in voucher and the new pay-in voucher.

If the error is on the weekly or monthly report, the contracting official's office responsible for the error submits a corrected report.

Contracting officials' offices also include the daily posting ledger and the cold check ledger with the weekly report.

The daily posting ledger documents every collection posted daily in a contracting official's office and is sent to PS weekly.  The designated posting accountant in central office uses the daily posting ledger to trace any posted collection which causes a difference on the corresponding CSR-1.

The designated posting accountant uses the cold check ledger to deduct and correct cold check collections posted on KASES.  The designated posting accountant deducts the cold check collections from the CSR-1 totals before balancing the weekly or monthly reports.

Upon receipt of the cold check ledger, the designated posting accountant corrects the calculator tape on the CSR-1 which contained the cold check and deducts the cold check collection from the weekly CSR-1 total. 

If the cold check was included on the weekly or monthly report, the contracting official's office submits a corrected report.

The designated posting accountant in central office receives pay-in vouchers daily and balances the pay-in vouchers with the corrected CSR-1 totals.  A pay-in voucher can contain several days of deposited collections,  but most offices deposit collections every day.  If the corrected CSR-1 totals do not balance with the corresponding pay-in voucher, the designated posting accountant does the following:


-
runs a calculator tape on the pay-in voucher totals and compares the total to the grand total on the pay-in voucher and the CSR-1s for the same time period,


-
compares each office's total on the pay-in voucher to each office's weekly total on the CSR-1s, and


-
contacts the contracting official's office whose weekly CSR-1 total fails to balance with that office's total on the pay-in voucher.

The contracting official's office causing the error is responsible for correcting the CSR-1 or pay-in voucher and any inaccurate weekly or monthly collection reports.

After the responsible contracting official's office corrects the error, the designated posting accountant in central office completes the following actions:


-
circles in red ink the batch item on the CSR-1 which is incorrect,


-
inserts a new corrected CSR-1 next to the CSR-1 which is incorrect and cross-references the two CSR-1s,


-
annotates on the corrected CSR-1 what caused the error and lists the date of the error,


-
if a new pay-in voucher is received, annotates on the corrected CSR-1 the pay-in voucher number on the old and the new pay-in vouchers, and

   
-
corrects the daily and weekly totals on any CSR-1s affected by the error.

The designated posting accountant in central office completes the following actions after all pay-in vouchers and reports are balanced:


-
files all weekly and monthly reports alphabetically by county and


-
files all pay-in vouchers by voucher number.

The weekly and monthly reports and the pay-in vouchers are retained for three years and are then destroyed.  Upon receipt, the CSR-1s are placed in a binder and each binder of CSR-1s represents a fiscal year.  The CSR-1s are retained for three years and are then destroyed.

30.110 DISTRIBUTION SECTION RESPONSIBILITIES
DS is located in DCSE's Accounting Branch in central office.  Processing adjustment requests from caseworkers in central office, area child support offices, and contracting officials' offices is DS's main function since DCSE's conversion to KASES.

Each contracting official's office which posts collections is assigned a worker number in DS.  A caseworker in a contracting official's office who needs to have an adjustment made sends a MAIL message requesting the adjustment to the worker number assigned to his or her office.  The caseworker must include the reason for the adjustment before it can be processed by the adjustment accountant.

DS processes the following types of adjustments:


-
an adjustment to increase or decrease current support,


-
an adjustment to increase or decrease arrearages,


-
an adjustment to increase or decrease URG,


-
an adjustment to release a collection from the Unidentified Payor account,


-
an adjustment to set up a recoupment subaccount at the client's MPI level,


-
an adjustment to set up a cold check recoupment at the absent parent's MPI level,


-
an adjustment to set up a voluntary subaccount at the case account statement level,


-
an adjustment to set up a medical support subaccount,


-
an adjustment to cancel and place a hold on a returned check collection,


-
an adjustment to apply tax refund intercept,


-
an adjustment to apply money to arrearages,


-
an adjustment to refund an overpayment to an absent parent,


-
an adjustment to correct an obligation amount,


-
an adjustment to manually disburse a collection to the client,


-
an adjustment to transfer a collection from one IV-D account to another,


-
an adjustment to refund collections received in error, and


-
an adjustment to correct DEFRA.

DS also is responsible for the following duties:


-
processing cold checks and writing correspondence requesting payment of cold checks,


-
processing replacements for lost or stolen checks;


-
processing imprest cash vouchers to release a DEFRA payment immediately; and


-
responding to requests for information from employees within CHR.

The contracting official caseworker must state in the adjustment request the amount the subaccount needs to be adjusted by and not the amount the subaccount needs to be adjusted to.  The contracting official caseworker must include the reason for the adjustment in the message.
The following are the three basic adjustments made on KASES: 


-
case transactions,


-
adjusting receivables, and


-
case transactions which also adjust receivables.

Case Transactions
Case transactions move money through KASES by bypassing the post (POST), allocate (ALOC), and distribution (DIST) transactions.  Case transactions also are used to redistribute money and to make refunds.

Adjusting Receivables
By adjusting receivables, one can increase or decrease arrearage balances and/or cause a subaccount to be created.  This adjustment is also used to increase or decrease current support.  Though funds can be moved when receivables are adjusted, no funds are moved when receivables are adjusted using the following transactions:


-
AURG (adjust unreimbursed grant),


-
ASPT (accumulated support),


-
AFEE (adjust fee), and


-
AINT (adjust interest).* 

* The adjust interest code will not be used until KASES is implemented state wide.
Case Transactions Which Also Adjust Receivables
The following case transactions adjust receivables and move funds through KASES:


-
distribution (DIST) moves cash and affects subaccount balances,


-
recoupment (RCMT) moves cash and modifies receivables to reflect the movement of cash, and


-
recognized recoupment (RRCP) in treats recoupment as a receivable and sets up a subaccount.
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