CHAPTER VIII: 
PARTY LOCATE PROCEDURES




(45 CFR 309.65(a)(8))


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. LOCATOR 
POLICY

The Fort Belknap Child Support Program (FBCSP) must attempt to locate custodial parents (CP), non-custodial parents (NCP), sources of income and/or assets when location is required to take necessary action in a child support case.

All available locate resources should be used to perform locate activities/actions for both the CP and the NCP as well as assets of either parent.

1.   Location of Custodial Parent

      Location of the custodial parent is deemed necessary when forms mailed to the last known address of the custodial parent are repeatedly returned as undeliverable with no forwarding address or when collected child support disbursed to the custodial parent is returned as undeliverable to the CP’s last known address.

2.   Location of Non-Custodial Parent

Location of a non-custodial parent is deemed necessary whenever there is no verified address or employer for the NCP.

B.  LOCATOR PROCEDURES FOR NEW FBCSP CASES
1.   Upon review of the client application, locate activities will include:
a. Required locate actions include, but are not limited to the following:
1. Locate unknown parents

2. Address verifications

3. Verify dates of birth/death and social security numbers

4. Verify employment  and income information

5. Verify assets such as real and personal property, bank and saving accounts, or business interests

6. Verify personal address, employment address and addresses for any other family or friends a party is known to regularly inhabit or visit, prior to a referral for service on a legal action

7. Confirming custody and visitation of children and

8. Obtaining information necessary to move onto the next required step when processing a case

b. Locate resources include, but are not limited to the following:

1. Enrollment records

2. Postal tracer

3. Community  knowledge through phone and mail contact with clients and their significant others

4. Employer contact

5. Locate Only request to the State of Montana

6. Vital Records

7. Contract through Tribal agencies and from other assistance cases

8. Approved internet research (This internet research will be on secure sites only.  No social security numbers will be used to search the internet on unsecure sites). 
9. Utility service accounts and

10. Public Records
c. For each locate resource above follow the process as directed by the agency or program that maintains the information you are requesting.

1. When requesting information from an employer, utilize the FBCSP standard Employment Verification letter.

2. When requesting information from and agency or program that does not require use of a particular form, use the appropriate FBCSP Quick Locate Form and complete the appropriate request  information.
      d.   The NCP’s address is not verified and the NCP’s identified employer is not verified.

e. No address is given for the NCP, but an unverified employer is identified for the NCP.

2.   Annotate client case file notes to indicate that locator efforts are required for the NCP.

3.  Begin NCP locator efforts as soon as practical, but no later than three (3) business days after  determining that locator efforts are required.

C.    LOCATOR PROCEDURES FOR EXISTING FBCSP CASES

During the processing of a child support case, identifying the location of the NCP and/or the CP may become necessary.  Examples when locator services will be required include:

1.   Mail sent to a party’s last known address is returned as undeliverable and/or no forwarding
  address.

2. FBCSP receives reliable information that a party has moved or changed employment.

3. NCP’s child support payments cease/become delinquent whether or not child support payments are made through income withholding.

4. Attempts at Service of Process are unsuccessful as address and/or employer is invalid.

5. Child support distributed to CP is returned as undeliverable and/or no forwarding address.
When the FBCSP Case Specialist determines that an existing case needs locator services, the client case will be identified as a locator case and all necessary locator steps are to be initiated.

Locator efforts should  begin as soon as practicable, but no later than three  (3) business days after determining that the client case needs locator services/processing.

Specific Locate Procedures for Current Cases (Apply to both CP and NCP)

1. If client correspondence is returned undeliverable by the USPS and a forwarding address is included on the returned envelope, remail the correspondence to the forwarding address.

a. Document the client file case notes (hard and electronic files) with actions taken including date correspondence was returned, forwarding address and date correspondence was remailed.  Include a copy of the returned envelope in the client hard-copy case file.

b. If client correspondence is returned undeliverable by the USPS and a forwarding address is NOT included on the returned envelope, document the client file case notes (hard and electronic files) with actions taken including date correspondence was returned and all subsequent actions taken to attempt successful delivery.  Place the returned envelope and contents in the client hard-copy case file.

2. If a child support distribution check sent to the CP/Legal Guardian is returned undeliverable by the USPS and a forwarding address is included on the returned envelope:

a. Send a Request for Additional Information letter to the CP to the forwarding address requesting that the CP contact the FBCSP Office within five (5) business days to confirm the CP’s current contact information.
b. Document the client file case notes (hard and electronic files) with actions taken including date correspondence was returned, forwarding address and date Request for Additional Information letter was mailed.

c. Place a copy of the returned envelope in the client hard-copy case file.

d. Place the returned disbursement check in an appropriate file folder for storage in the FBCSP Office safe.

e. Create a tickler file to follow up contact with CP after seven (7) business days which should be adequate time for CP to have received written notification from FBCSP Office.

1. If the CP does not respond to the Request for Additional Information letter within seven (7) business days, follow up with telephone contact and/or appropriate locator actions.

2. Create a tickler file to request that the check be voided/cancelled according to the appropriate policy of the Fort Belknap Tribal Finance Department if the CP fails to make contact with the FBCSP Office within thirty (30) days. 

D.  AVAILABLE FBCSP OFFICE LOCATOR SERVICES

The Fort Belknap FBCSP Child Support Specialist must use all available locator services/ resources in attempts to locate the CP and/or the NCP.  Reasonable attempts are to be made to corroborate any information obtained by the Child Support Case Specialist from independent/discoverable sources regarding contact information for the CP and/or the NCP.

FBCSP Office Locator Resources include but are not limited to:

1. Information provided by family/friends of the CP or the NCP.

2. USPS information obtained from returned mailings.

3. Tribal employers and/or employers licensed to do business on the Fort Belknap Reservation.

4. Fort Belknap Tribal Offices and/or other Tribal Entities.

5. Fort Belknap Tribal Police.

6. Available state locator services (i.e. SPLS.)

7. Fort Belknap Tribal TANF records.

8. Fort Belknap Tribal Court records.

9. Fort Belknap Tribal Entity employment records.

10. Any other available Fort Belknap Tribal records and/or resources.

11. All available state, federal, Internet and/or private locator resources available to FBCSP Office staff for use in the normal course of child support office business.

FBCSP Office staff will provide any required information contained in the client case file and necessary to

be released in order to take advantage of available locator services and in accordance with 45 CFR

309.95.

NOTE:  

FBCSP Office Staff will be allowed to use available locator resources/services for the sole purpose of performing FBCSP Office child support enforcement duties.

FBCSP Office Staff found to be in violation of office client locator policy/ procedures will be subject to all applicable disciplinary policies.

E.  ACCESSING STATE PARENT LOCATOR SERVICES

When appropriate, FBCSP office staff will request assistance from a state or tribe for the purposes of locator attempts for either the CP or the NCP.  
Formal and/or informal agreements will be established between the Fort Belknap Tribe, state and tribal child support enforcement programs to facilitate this enforcement activity.

These locator attempts may be for manual and/or automated locator services.  
The FBCSP Office will provide the state or tribe with the necessary and/or available client information to facilitate the requested locator search.  
Release of this client information is in accordance with the Fort Belknap Child Support Program Office Confidentiality Policy/ Procedures 

F.  DOCUMENTATION OF LOCATOR ATTEMPTS

FBCSP staff shall document in the client case file (hard and electronic files) all actions taken in an attempt to locate either the NCP or CP in a particular child support enforcement case.

Client case file documentation will include:

1. Filing all returned correspondence in the client hard copy case file with corresponding

documentation in the client case notes (hard copy and/or electronic.)

2. Filing copies of all locator correspondence/forms in the client hard copy case file with corresponding documentation in the client case notes (hard copy and/or electronic.)

3. Document in client case notes all locator activities/actions taken including:

a. Date of locator activity/action.

b. Type of locator activity/action attempted.

c. Staff who made the locator attempt.

d. Results of locator attempt.

4. Appropriate follow-up activities by FBCSP staff when information is obtained from a locator activity/action.

a. Staff follow-up action should be commenced within three (3) business days of receipt of the information.

b. Staff follow-up action may include telephone or mail verification of new client contact information and/or new employer information.

G.  CLIENT LOCATOR TIMELINES

Locator Activities for Custodial Parent:
1. If the custodial parent/legal guardian or the child for whom child support enforcement is 
undertaken is/are an enrolled Fort Belknap Tribal member(s), FBCSP Office attempts to 
locate the custodial parent/legal guardian and/or the child are to be in effect for sixty 
(60) days after the Fort Belknap Tribal Enrollment Office cutoff date for tribal per capita 
address confirmation.
     a.   If all locator resources/attempts to obtain current contact information for the 
           custodial parent/legal guardian or the child are exhausted and unsuccessful after sixty 

           (60) days from this cutoff date, a Notice of Case Closure letter is to be sent to the 
           custodial parent/legal guardian to that individual’s last known address.
     b.   A copy of the Notice of Case Closure letter is to be filed in the hardcopy client case file 

and case notes (hard copy and electronic) are to be appropriately annotated.
      2.  If the custodial parent/legal guardian and the child are not enrolled Fort Belknap Tribal members and the FBCSP Office has exhausted all available locator resources/activities for a sixty (60) day period from the date of case initiation, closure procedures including sending a Notice of Case Closure letter to the last known address for the CP are to be initiated.
      a.   A copy of the Notice of Case Closure letter is to be filed in the hard copy client case 

file and case notes (hard copy and electronic) are to be appropriately annotated.

Locator Activities for Non-Custodial Parent
New Case

1. If all locator resources/attempts to obtain current contact information for the non-custodial parent are exhausted and unsuccessful sixty (60) days after acceptance of case, set tickler file to take follow-up locator activities at the end of six (6) months.

2. If all locator resources/attempts to obtain current contact information for the non-custodial parent are exhausted and unsuccessful sixty (60) days after the second locate attempt, set a tickler file to take follow-up locator activities at the end of an additional six (6) months.

3. If all locator resources/attempts to obtain current contact information for the non-custodial parent are exhausted and unsuccessful sixty (60) days after the third locate attempt, proceed with appropriate case closure actions.

4. Child Support Specialist can reopen case file upon receipt of new information concerning possible locator leads related to NCP contact information, employer and/or possible assets.

5. All locator activities are to be recorded in the client case file in hard copy and electronic format.

On-Going Case

Upon receipt of successful locator information for either the CP or the NCP, the Child Support Specialist should assess the client case to determine the next appropriate step(s) to take.


Service of Process

If prior attempts to serve the NCP were unsuccessful, attempts should be made to complete service of process on NCP.

Income Withholding

If a new employer has been verified for the NCP and there was a prior income withholding notice, issue an Income Withholding Notice to the NCP’s new employer.

Other Actions

To be determined on a case-by-case basis.

45 CFR 309.65(a)(8) Procedures for the location of noncustodial parents as specified under §309.95.
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