DSS- 4037EL (Rev. 9/89)
Transmttal No: 96 LCM 3

Date: January 11, 1996

Di vi sion: Managenent Support &
Quality | nprovenent

TO Local District Comm ssioners

SUBJECT: Providing Evidence of Child Support Paynents

ATTACHVENTS: A  Procedures for (Cbtaining Confirmation of Support
Payments (Avail able on-1ine)
B Draft Form- Request for Confirnmation of Support
Payments (Avail able on-1ine)
C Draft Form- Certification of Record of Support
Payments (Avail able on-1ine)

Thi s menorandum is witten to provide local districts wth updated
information related to the introduction of Support Collection Unit (SCU)
records into evidence in famly court proceedings. Thi s nmenorandum al so
contains procedures and forns to be used by SCU staff as nmay be necessary.

Since the inplenentation of centralized paynent processing, as authorized
under SSL 111-(h)(2) and (h)(11), some local districts have requested
clarification regarding the nost effective nethods to admt SCU paynent
records into evidence in enforcenment proceedings in famly court. These
inquiries appear to have been based wupon sone famly courts' concerns
regarding the chain of custody of support paynents and the need to present
foundation testinony adequate to conpel the adnission of SCU paynent records
i nto evidence. These concerns appear to have abated substantially over the
past year.

This menorandumis intended to further «clarify the wunderlying statutory
authority for the subm ssion of SCU records into evidence and to advi se SCUs
of assistance available fromthe Departnent for that purpose.

Backgr ound

Social Services Law 111-h (1) states: "...the departnent, subject to the
availability of funds, shall furnish centralized collection and di sbursenent
services for and on behalf of each social services district". Soci a

Services Law 111-h (11) states: "The departnent nmay provide for the
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performance of the collection and disbursenment functions of the support
collection units by contract with a fiscal agent. For purposes of any
reference to support collection unit in this chapter or any other law, the
fiscal agent under contract with the departnment shall be deened to be part
of all support collection wunit for which the fiscal agent perforns
coll ection and di sbursement functions."

Description of Fiscal Agent Paynent Processing and Controls

On a daily basis, the Departnent's fiscal agent: receives paynents;
identifies the respondent Child Support Managenent System (CSMS) account to
whi ch each paynment should be credited; records specific information for each

paynent ; creates a paynent file; reconciles the daily summary of paynent
file records to the records of the daily bank deposits of paynent
remttances; transmits an electronic paynent file to the Departnent and
deposits child support paynents into each district's SCU bank account. The

paynent processing functions conpleted by the fiscal agent are in accordance
with established procedures that have been approved by the Departnent and
whi ch conformto the prescribed cash control procedures of the Ofice of the
State Conptroller.

Payments are required to be processed within a 99.6% accuracy rate. For al
districts other than New York City, all paynents nust be processed wthin
one day of receipt; for New York City, all paynents nust be processed
within two days of receipt. The fiscal agent's daily operations are
moni tored by Departnent staff |ocated on-site to ensure that procedures are
adhered to and that all processes are conpleted wthin the perfornmance
standards required while maintaining the maxi num accountability, control and
security of payments processed. A nonthly sampling report of paynents
processed is also required to ascertain the consistency of neeting the 99. 6%
paynent processing accuracy rate.

Local district SCUs are required to exanine the daily transaction records
and to performdaily account reconciliation and bal ancing functions in order
to further verify the fiscal agent's perfornance. Deposit and di sbursenent
information via CSM5 records are available to each SCU for that purpose.
Sim|ar oversight and perfornance requirenents are |likew se in place for al
other centralized processes perfornmed by the fiscal agent.

SCUs retain total control over all other account-specific CSMS records,
including the creating and mai ntenance of CSMS accounts, ensuring funds are
distributed correctly, insuring the accuracy of address information,
conpl eting nodifications to support obligations, conpleting adjustnents for
error correction and perform ng nonthly bank reconciliation of undistributed
funds on deposit to CSMS record of undistributed funds.

Met hods for Providing Evidence of Support Paynents

There are three neans by which local district SCUs may provide evidence to
famly court regarding a respondent's record of paynent(s) to satisfy
support obligations. They are, in order of Departnent preference:
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1. CPLR 4518(a) - by providing a copy of the respondent's CSM5 Paynent
Hi story screen(s) (I1VDHST and |VDHTO acconpanied with foundation
testinmony by Support Collection Staff.

2. CPLR 4520 and SSL 111-h(10) - by providing a copy of the
respondent's CSM5 Paynent History screen(s) (1VDHST and | VDHTO)
along with a certificate or an affidavit from a public officer
Court acceptance wunder this rule would result in prima facie
evi dence based on the contents of the docunent(s).

3. CPLR 4518(f) - by providing a copy of the respondent's CSMS Paynent
Hi story screen(s) (I'VDHST  and | VDHTO) acconpanied with a
certification by an official of a social services district attesting
to the accuracy of the content of the record or report of support
paynents.

Met hods #1 and #2 routinely have been the preferred nethods used by the
majority of the local district SCUs and they should continue to be the
preferred nethod of entering paynent evidence in enforcenent proceedings
with famly court.

In those rare instances where Method #3 is required because Methods #1 and
#2 are specifically not acceptable by the family court, local district SCUs
should follow the procedures outlined in Attachnent A to obtain the
confirmation of paynents needed to support the «certification required by
Met hod #3.

A summary of the local district, fiscal agent, and Depart nent
responsibilities regarding the "Confirmation of Support Paynents" process in
Support of Method #3 is as foll ows:

Local District Responsibilities
Conpl ete Section | of the "Confirmation of Support Paynments" request
form fax to the Central Collection and D sbursenent of Support Paynents

fiscal agent, and receive conpleted formfromfiscal agent. Based on
receipt of confirnmation, complete the "Certification of Record of
Support Paynents" formfor use by the "social services official" as

evi dence in enforcenent proceeding with famly court.

Requests should not be forwarded to the fiscal agent earlier than three
busi ness days prior to the date the case appears on the famly court
cal endar.

Fi scal Agent Responsibilities

Recei ve request for "Confirmation of Support Paynents"; conplete Section
I'l acknow edgi ng revi ew of: processed paynents, suspense postings for
preceding two business days (inclusive of "recei ved-on" dat e),
exception itens, and the New York State Child Support Processing Center
bank account sunmary; affix official fiscal agent signature; and fax
conpl et ed "Confirmation of Support Paynents" to requesting |oca
district.
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Department Responsibilities

The Departnent will oversee procedure devel opnent by the fiscal agent
and wll Kkeep local district SCU staff apprised of any changes. The
Departnment's OCSE Contract Monitoring Unit staff will nonitor the fiscal
agent's performance regardi ng conpl etion of individual paynent
processing confirmations as well as adherence by the fiscal agent to
performance standards.

Est abl i shed Ti nefranmes for Requesting and Receiving Confirmations
Confirmation requests received by 12:00 noon by the fiscal agent will be
processed and returned to the respective local district SCU by 12: 00
noon the follow ng business day. Confirmation requests received after
12: 00 noon wll be processed and returned to the respective |ocal
district SCU by 4:00 p.m the follow ng business day.

Oficial Formns

Each local district wll be provided, under separate cover prior to
January 15, 1996, with the final version of the forns to be used when
requesting "Confirmation of Support Paynments" (Attachment B) fromthe
fiscal agent and "Certification of Record of Support Payment s*"
(Attachnent C) to be conpleted by the appropriate social services
district official for submission to famly court.

Char geback of Costs to Local Districts

The Departnent will incorporate the costs of the confirmation process
into the existing chargeback process used to obtain the local district's
share of the costs of the central collection and di shursenment of support
paynent functions conpleted by the fiscal agent on behalf of each | ocal
district. The one-tinme start-up costs, not to exceed $48, 000 st atew de,
will be charged back to each district by dividing each local district's
total caseload (ADC and Non-ADC) by the total casel oad statew de. The
resultant percentage will be nmultiplied tinmes the $48,000 or less figure
to determine each |local districts gross share. Each | ocal districts
gross share will be multiplied by 17%to deternm ne their |ocal share.

In addition, the Departnment will be charged $4.31 per transaction fee
for each confirmation of paynent request conpleted by the fiscal agent.
The fiscal agent will provide the Departnent with a listing of each
| ocal district SCU request processed nonthly. Once each quarter, the
Departnment will include the costs of confirmation requests as one of the
costs charged back to local districts under the central collection and
di sbursenment chargeback process. The local district share of each
confirmation of paynent costs will also be 17%

| npl enentati on Date
Local district SCU staff can begin requesting "Confirmation of Support
Payments", using official fax forms only, on January 15, 1996 (see | ocal

district responsibilities contained herein for linmitations regarding
requests).
The procedures described in Attachment A of this nmenorandumwill ultimately

be incorporated as an wupdate to the Child Support Enforcenent Mnual,
Volume | which will be provided to | ocal district SCU staff as soon as that
update is conpl et ed.
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State OCSE staff are available to provide assistance to |ocal districts.
Pl ease feel free to have your Support Collection Unit staff contact their
OCSE county representative if they have any questions regarding this LCM

Pl ease share a copy of this LCM and its attachments with your Support
Col l ection Unit supervisor and their attorneys.

Davi d Aveni us, Deputy Commi ssi oner
Di vi sion of Managenent Support and
Quality | nprovenent



Attachnment A

Procedures for Obtaining Confirmation of Support Paynents

The procedures outlined below will enable local district Support Collection
Unit (SCU) staff to obtain a confirmation of support paynents needed to
assist SCU staff to provide evidence to family court in accordance wth
Cvil Practice Law and Rules (CPLR) 4518(f), by providing a copy of the
respondent's Child Support Managenent System (CSMS) Paynment Hi story
screen(s) (I1VDHST and | VDHTO acconpanied by a certification by an officia
of a social services district attesting to the accuracy of the content of
the record or report of support paynents.

The "Confirmation of Support Paynents" process described hereinis to be
limted to only those cases which appear on a family court calendar wthin
three business days fromthe date the request for confirnmation of paynents
is initiated.

Requests for confirmati on of paynments for cases other than those appearing
on a famly court <calendar will be returned unprocessed as resources are
limted and the timefranme for returning confirnmations requested by all 58
| ocal districts cannot be extended.

The following details the procedures to be conpleted by the | ocal district
and Departnent's central collection and disbursenent of support paynent
fiscal agent staff:

Responsi bl e Unit Procedure
Local District SCU 1. Conplete Section | of "Confirmtion of Support
Paynment s" request form

2. Fax conpl et ed "Confirmation of Support
Payment s" request formto Departnment's centra
coll ection and di sbur senent of support
paynents fiscal agent.

Fi scal Agent 3. Receive "Confirmation of Support Paynents"
requests fromlocal district SCU staff.

4. Conduct review of: support paynments processed,
suspense postings for preceding two business
days (inclusive of "recei ved-on" date),
exception itens and the New York State Child
Support Pr ocessi ng Cent er bank account

sumary.
5. Conplete Section Il of the "Confirmation of
Support Payment s*" to i ncl ude af fi xi ng

appropriate signature at end of this section.

6. Fax conpl et ed "Confirmation of Support
Payments" request form to requesting |loca
district SCU.

7. Retain a copy of each conpleted "Confirnmation
of Support Paynents" request form



Local

District SCU

10.

11.

12.

13.

Attachnment A

Receive completed "Confirmation of Support
Paynment s" request form

ot ai n respective respondent case file.

Print out current Child Support Managenent
System ( CSMS) Paynment Hi story screen(s)
(I'VDHST and |VDHTO for the respondent case
for which a "Confirmation of Support Paynents"
request form has been conpl et ed.

Conplete a "Certification of Record of Support
Payment s" form for respective respondent case.

Attach "Certification of Record of Support
Payments" form to respective CSM5 respondent
Payment History screen(s) (IVDHST and | VDHTO
and provi de to social services official
presenting evidence to famly court.

Retain in respondent case file the original
"Confirmati on of Support Paynents", a copy of
the CSMS respondent Paynment History screen(s)
(I'VDHST  and IVDHTO) and a copy of the
"Certification of Record of Support Paynents".



