CHAPTER VI:   
CASE RECORD MANAGEMENT PROCEDURES 



(45 CFR 309.65(a)(6))



Note:
Copies of all code and/or forms referred to in this chapter can be found in the 


            appendix section at the end of the chapter.

A. RECORD MAINTENANCE 

POLICY
The Fort Belknap Child Support Program will maintain all records necessary for the proper and efficient operation of the Fort Belknap Child Support Program Office.  This includes but is not limited to the following:
· Documenting all client applications for child support services.
· Documenting all efforts to locate noncustodial parents.
· Documenting all efforts to establish paternity.
· Documenting all efforts to establish a child support order.

· Documenting all efforts to enforce child support orders.
· Documenting all efforts to modify child support orders.
· Maintaining financial records related to child support collections (arrearages owed, amount and source of collections, date of collection, source of the collection) and the distribution of child support collections. 

· Maintaining records of all Fort Belknap Child Support Program expenditures.
· Maintaining records of any fees charged and collected.
· Maintaining statistical, fiscal and other records necessary for federal and/or tribal reporting and accountability purposes.

All case records maintained by the Fort Belknap Child Support Program Office will be retained for at least three years in accordance with 45 CFR 74.53.
B. CLIENT CASE RECORD MANAGEMENT
1. All applications for child support services as well as all documents and documentation associated with a FBCSP case (locate documents, documents related to paternity establishment, establishment of a child support order and enforcement of a child support order, case correspondence, etc.) will be filed and maintained in a hard copy case file and when available a computerized case management database system.
Client hardcopy case files will include:
a. Client application for child support services with required supporting documentation and client releases.
b. Information/records concerning efforts to locate the non-custodial parent.
c. Records on actions taken to establish paternity.
d. Records on actions taken to establish a child support order.
e. Records on actions taken to enforce child support orders.
f. Records on actions taken to modify child support orders.
g. Records on all child support related court hearings.
h. All client contact including in-person, telephone and written correspondence and actions taken on behalf of a client.  Case notes will be very detailed with- who, what, where, when, and why questions answered.  Documentation of conversations entered into case notes may not be erased.  If a case specialist makes a mistake, they must make a new entry correcting or clarify the mistake.  The director must approve the correction by initializing the entry.  If there is contentious exchange, the case specialist shall summarize the discussion in written memorandum, including proposals for resolution of the issue(s).  
i. Copies of all legal pleadings/records pertaining to the case.
j. For cases involving child support enforcement, the client case file will include child support amounts owed, amounts and sources of child support collections, and the distribution of child support collections.
k. Records of other costs specific to the case including but not limited to costs associated with genetic testing, service of pleadings and certified mailings.

2. All hard copy case files/records will be kept in a central filing area designated for the sole use of FBCSP staff.  Access to client hardcopy and/or computerized client case files/records will be limited solely to access by FBCSP employees.  
3. Purge- case files will be purged annually.  Purged documents will be shredded.

4. Closed client case files/records will be filed separately from active client case files.  Closed hardcopy client files will be filed alphabetically.
5. Client cases that have been closed for at least three years and which are not involved in an audit of any kind will be destroyed by shredding. 
6. Fort Belknap Child Support Program Offices doors will be locked when staff are not in the FBCSP Offices and/or building where the program is housed.  Client case files will be kept in a locked room and in locking file cabinets within the FBCSP Office space.  All file cabinets will be locked except during normal business hours and/or when FBCSP Office staff needs access.
C.    FINANCIAL RECORD MAINTENANCE

1. All financial records pertaining to Fort Belknap Child Support Program operations and program expenditures will be kept in a secure filing location, separate and apart from any other tribal financial or court records.  These records will be accessible solely by authorized personnel including the FBCSP Program Director, the FBCSP Financial Specialist, and any staff involved with the Fort Belknap Tribal Finance Department who have responsibility for maintenance of program-related financial records. 

2. All FBCSP Office expenditure documentation will be kept in a secure filing location in the office area of the appropriate FBCSP Office staff.   Expenditure documents will be accessible solely by authorized personnel including the FBCSP Program Director and the Financial Specialist.

3. All case-specific financial records associated with a closed FBCSP client case will be kept for at least three years.  After three years, these financial records may be destroyed, unless the case is involved in an audit or litigation.

4. All FBCSP financial records will be maintained in a secure location for at least three (3) fiscal years.  If any audit findings, litigation or claims involving financial records are still unresolved at the end of the three years, the financial record(s) will be maintained until all issues are resolved.

D.   ACCOUNTING FOR FEDERAL FUNDS AND COLLECTED CHILD SUPPORT MONIES

1. Every Fort Belknap Tribal employee who receives, disburses, handles or has access to or control over Child Support Program funds will be covered by a bond against loss resulting from employee dishonesty.

2. Federal grant funds will be audited and accounted for under the same policies, procedures and safeguards that are applied to all other federal grants received by the Fort Belknap Tribe.

3. Child support collected by the Fort Belknap Child Support Program Office will be accounted for by keeping the following data:
a. Amount received.
b. Person or entity from whom the child support was received.
c. Child on whose behalf the child support was received.
d. Date of receipt of monies.
e. Person or entity to whom the child support monies were disbursed.
f. Date of disbursement of child support monies.

E.   CASE CLOSURES
All Fort Belknap Child Support Program client cases closed will be in accordance with Fort Belknap Tribal Child Support guidelines which include but are not limited to: 
1. A FBCSP client case may be closed under certain circumstances:
· The only or last child in the case has reached majority, become emancipated and/or is over the age of eighteen and not enrolled in school and there is no longer a current support obligation and there are no child support arrearages.
· The Custodial Parent/Legal Guardian requests closure and no arrears are owed to the State or Tribe.   (The CP must sign a Case Closure Request.)
· The Non-Custodial Parent is deceased and no further action, including a levy against the estate, can be taken.  Custodial Parent would be encouraged to seek Aid to Dependent Children under the Social Security Administration Act for dependent children.
· The Non-Custodial Parent is unknown and all required efforts have been exhausted to identify the NCP.
· The Non-Custodial Parent is a foreign citizen and there is no reciprocal agreement with his/her country.
· Paternity cannot be established because:


a.    The Alleged Father has been excluded by genetic testing and there are no other 


        alleged fathers identified.


b.    It is determined that it is not in the best interest of the child in a case involving 


        incest or forcible rape, or in any case where legal proceedings for adoption are 


        pending.
· Inability to locate the Non-Custodial Parent and all locate attempts have been exhausted for over a three-year period.
· The Non-Custodial Parent is permanently disabled.  If the NCP is permanently disabled, the Custodial Parent will be encouraged to seek assistance from the Social Security Administration as there may be a child’s benefit under the NCP’s disability classification.
· The Custodial Parent in the case is deceased.  The FBCSP Office would work with the child(ren)’s legal guardian if the children do not reside with the Non-Custodial Parent for the continued collection of the NCP’s child support obligation for the minor children.
· Loss of contact with the Custodial Parent within a 60-calendar day time period and all attempts to contact the CP have been exhausted.
2. Verification Required:
· If the case is being closed due to loss of contact with the Custodial Parent, all attempts to contact the CP must be documented in the case file. 
· If the case is being closed due to the death of the Custodial Parent, verification that the CP is deceased must be confirmed through either an obituary or some other form of death announcement or Death Certificate.
·  If the case is being closed because the children no longer live with the Custodial Parent, this must be verified either through a written statement from the Custodial Parent or through at least two collateral contacts who are familiar with the Custodial Parent.   The case may also be closed upon receipt of notification from the Fort Belknap Tribal Social Services /Foster Care Program that a child has gone into foster care and no longer resides with the CP.
· If the case is being closed at the written request of the applicant/Custodial Parent, the CP’s written request is to be filed in the case file. 
· Potentially, the FBCSP Office could receive a request that a FBCSP client case be closed from another state or Tribal IV-D agency.  The FBCSP Specialist will review the FBCSP case and make a determination whether the case should be closed.   If the case should not be closed, the FBCSP Specialist is responsible for contacting the other state or Tribal agency no later than five (5) business days after receipt of the request to discuss the case closure request.
· The FBCSP Specialist must always document the case file regarding any potential or actual case closure, the reason and the date an action was taken.
       3.    The FBCSP Specialist must also review the case circumstances to determine if additional actions need to be taken in the case. 
4. Upon receiving approval to close a case, the Case Specialist shall send a Case Closure notice to the CP and NCP informing them of the reason for the case closure and the time and manner in which to contest the closing.
For example, if the NCP was under income withholding and the court order is no longer in effect or has been terminated, the case needs to be reviewed to see whether there are any arrearages.   If there are arrearages, the income withholding order needs to be modified to include only the amount to be withheld to satisfy the arrearages.   If there are no arrearages to be collected, the Child Support Specialist needs to issue a Notice of Termination of Income Withholding to the employer.
5.     If there is no response or objection from the parties, the Case Specialist shall prepare a
        Referral for a motion and order to close the case

       6.    Once the case has been closed, the hardcopy case file needs to be labeled as closed and filed in 
the Closed Case file storage area.
7. If appropriate the Child Support Specialist also needs to close out the client case file in the computerized case management database system identifying when the case would be scheduled to be purged.
8.    Contact after the Case Has Been Closed
a.   If the Custodial Parent in a Closed Case contacts the FBCSP Office thirty (30) days or more after the case has been closed, the CP may be required to complete a new application for child support services. 
b.    If the case has been closed for less than thirty (30) days, the case may be reopened upon 
verification of the Custodial Parent’s current intake information. The FBCSP client case number will remain the same as long as the same party is re-applying for child support services.   
NOTE:  
If a new party is applying for child support services for the same children, 


then a new case must be created.

45 CFR 309.65(a)(6) Assurance that the Tribe or Tribal organization will maintain records as specified under § 309.85.
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