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Attachment 7


CSMS Case ID No:   ______________

Local District Name:  _________________________
Support Collection Unit Worksheet for Evaluating Noncustodial Parent

Response for a Poverty-Level Review
This worksheet is provided to aid in determining whether the case being reviewed meets the conditions for a poverty-level review; that all mandatory and supporting documentation has been provided; and that the noncustodial parent (NCP) has proven that he or she is at or below poverty.  Each question provides guidance on how to obtain and confirm the information, and each response provides local districts with the next actions necessary to complete the review.  
Step 1:  Case Conditions
1.  Can the Support Collection Unit determine the CSMS case(s) to be reviewed? To determine this, review the information provided on the Response for the Poverty-Level Review for Modification of a Support Order and/or Compromise of Arrears, and all paperwork submitted.  Conduct searches on CSMS with available information.  Contact the NCP through telephone or mail (inmates cannot receive telephone calls). 

 FORMCHECKBOX 

Yes.  Continue to next question.


 FORMCHECKBOX 

No.  Stop.   The CSMS case cannot be identified so no review can be performed.  Complete the Support Collection Unit Determination of Poverty-Level Review, check the appropriate box denying the request indicating that the request did not include adequate information to identify the support case, and mail the determination letter to the NCP.  Please note that no status and reason codes can be set to open or close this review because no CSMS case has been identified.
2.
Is the CSMS case currently an active public assistance or care case?  To determine this, review the PA STAT  or MA STAT field on the CSMS IVDJCH screen to see if it is 07 (Active), 10 (Inactive, sanctioned), 16 (A NY City code-Active), or 17 (Alternate NY City code-Active).
       FORMCHECKBOX 
  Yes.  Continue to next question.

       FORMCHECKBOX 

No.  Stop.   The case does not meet the qualifications for a review.  Only those active public assistance or Medicaid cases in which there is a current assignment of rights and no arrears owed to the family qualify.  Complete the Support Collection Unit Determination of Poverty-Level Review, check the appropriate box denying the request indicating that the order did not qualify for review, and mail the determination letter to the NCP.  Set appropriate status and reason code H801 09 DOES NOT MEET POV LEV ELIG.  Enter a remark on the CSMS IVDJRR screen and/or IVDRMK screen of actions taken (e.g., “Request for poverty-level review denied.  Case not current public assistance or Medicaid.  Determination letter sent.”).
3.  Is the current court-ordered obligation amount above $25.00 per month?  To determine this, review the active court-ordered individual ledger pages with ledger types 21__ on the IVDQRY screen.

       FORMCHECKBOX 

Yes.  The NCP meets the qualifications to review for a modification of the court-ordered obligation to $25.00 per month.  To determine whether the NCP may also meet the qualifications to review for a compromise of total permanently-assigned arrears, continue to the next question.


 FORMCHECKBOX 

No.  Stop.  The NCP does not meet the qualifications to review for a modification of the court-ordered obligation.  
The court has already established a poverty-level order and the obligation cannot be reduced any further.  
Complete the Support Collection Unit Determination of Poverty-Level Review, check the appropriate box 
denying 
the request indicating that the NCP’s order is at or under $25, and mail the determination letter to the NCP.  
Set appropriate status and reason code H801 09 DOES NOT MEET POV LEV ELIG.  Enter a remark on the 
CSMS 
IVDJRR screen and/or IVDRMK screen
 of actions taken (e.g., “Request for poverty-level review denied.  
Obligation amount not above $25.  Determination letter sent.”).
4. 
Does the total permanently-assigned arrears amount due on this case exceed $500.00?  To determine this, review the NET DUE field on the CSMS IVDQRY screen.


 FORMCHECKBOX 

Yes.  The NCP may meet the qualifications to review for a compromise of total permanently-assigned arrears owed to $500.00.  Continue to the next question.


 FORMCHECKBOX 

No.  The NCP does not meet the qualifications to review for a compromise of total permanently-assigned arrears      amount to $500.00.  The permanently-assigned arrears amount is at or less than $500.00, and cannot be reduced any further.  However, the NCP meets the qualifications to review for a modification of the current court-ordered support obligation amount.  Skip question 5 and continue to Step 2.

5.
Is the total permanently-assigned arrears amount due to the State?  To determine this, review the individual ledgers on the IVDQRY screen and confirm that all ledger types for the permanently-assigned arrears contain a “2” in the first position (2 _ _ _).  The existence of ledger types containing a “1” in the first position (1 _ _ _) would make the case ineligible for review.

 FORMCHECKBOX 

Yes.  The NCP also meets the qualifications to review for a compromise of total permanently-assigned arrears owed to $500.00.  Continue to Step 2.

     
 FORMCHECKBOX 

No.  The NCP does not meet the qualifications to review for a compromise of total permanently-assigned arrears amount to $500.00. The permanently-assigned arrears are not due to the State.  However, the NCP meets the qualifications to review for a modification of the current court-ordered support obligation amount. Continue to Step 2.
Step 2:  Mandatory Documentation

1.  
Did the NCP submit a completed Affidavit of No Convictions or Threats against Custodial Parent and/or Child (ren) or No Fraudulent Intentional Program Violations?  To determine this, review documents submitted and ensure that the document is completed, signed, and notarized.

       FORMCHECKBOX 

Yes.  Continue to next question.

       FORMCHECKBOX 

No.  Stop.   The case does not meet the qualifications for a review.  Complete the Support Collection Unit Determination of Poverty-Level Review, check the appropriate box denying the request indicating that mandatory documentation was not included, and mail the determination letter to the NCP.  Set appropriate status and reason code H801 09 DOES NOT MEET POV LEV ELIG.  Enter a remark on the CSMS IVDJRR screen and/or IVDRMK screen of actions taken (e.g., “Request for poverty-level review denied.  Required Affidavit of No Convictions not provided. Determination letter sent.”).

2.  Did the NCP submit a completed Financial Disclosure Affidavit? To determine this, review documents submitted and ensure that the document is completed, signed, and notarized.

       FORMCHECKBOX 
  Yes.  Continue to the next question.

       FORMCHECKBOX 

No.  Stop.  The case does not meet the qualification for a review.  Complete the Support Collection Unit Determination of Poverty-Level Review, check the appropriate box denying the request indicating that mandatory documentation was not included, and mail the determination letter to the NCP.  Set appropriate status and reason code H801 09 DOES NOT MEET POV LEV ELIG.  Enter a remark on the CSMS IVDJRR screen and/or IVDRMK screen of actions taken (e.g., Request for poverty-level review denied.  Required Financial Affidavit not provided. Determination letter sent.).
3.
Did the NCP include supporting documentation for income, benefits, assets, or documentation of their inability to earn income and/or receive benefits?  To determine this, review the Financial Disclosure Affidavit and documentation provided to ensure that the responses are consistent and that the appropriate support for the claim is provided.  Further, documentation included should be identified on the Response for the Poverty-Level Review for Modification of a Support Order and/or Compromise of Arrears to allow for review of NCP’s:
· Income, review Steps 1, 2, and 6 on the Affidavit.  For each item checked, the NCP must attach the stated documentation that supports the income identified.

· Benefits, review Step 3 on the Affidavit.  For each item checked, the NCP must attach the stated documentation that supports the benefits identified.

· Assets, review Step 5 on the Affidavit for items checked, and review the various documentation submitted to support the assets identified.

· Inability to earn income and/or receive benefits, review Steps 4A through D on the Affidavit for items checked and information provided, and review the various documentation provided to ensure that documentation supports the NCP’s claim of an inability to earn income or receive benefits, and that the documentation provided is on an institution’s letterhead (e.g., Correctional Facility, Hospital, Shelter, other).

       FORMCHECKBOX 

Yes.  Continue to Step 3.

       FORMCHECKBOX 

No.  Continue to the next question.   

4.  If the NCP did not supply documentation, did the NCP submit documentation attesting to the fact that their records are inaccessible?  To determine this, review Step 1B on the Financial Disclosure Affidavit.  The NCP must submit proof of their inability to access their records from an institution.  For example, NCP has been incarcerated; documentation on an institution’s letterhead attesting to this would be sufficient proof. 

 FORMCHECKBOX 
 Yes.  Continue to Step 3.


 FORMCHECKBOX 
 No.  Stop.  The case does not meet the qualification for a review.  Complete the Support Collection Unit Determination of Poverty-Level Review, check the appropriate box denying the request indicating that either no documentation necessary to support the request was provided or that the documentation provided did not support the request, whichever is applicable, and mail the determination letter to the NCP.  Set appropriate status and reason code H801 09 DOES NOT MEET POV LEV ELIG. Enter a remark on the CSMS IVDJRR screen and/or IVDRMK screen of actions taken (e.g., “Request for poverty-level review denied.  Required documentation not provided.  Determination letter sent.”).
Step 3:  Confirmation of No Harm to Family or No Fraudulent Intentional Program Violations
1.  Has the NCP been convicted of criminal non-payment of child support?  To determine this, review remarks as entered on the IVDJRR screen and/or IVDRMK screens of CSMS, and local district case records.
      FORMCHECKBOX 
  Yes.  Stop.  The case does not meet the qualifications for a review. Complete the Support Collection Unit Determination of Poverty-Level Review, check the appropriate box denying the request indicating a record of conviction for non-payment of child support, and mail the determination letter to the NCP.  Set appropriate status and reason code H801 09 DOES NOT MEET POV LEV ELIG.  Enter a remark on the CSMS IVDJRR screen and/or IVDRMK screen of actions taken (e.g., Request for poverty-level review denied.  Evidence of criminal nonsupport.  Determination letter sent.).


 FORMCHECKBOX 
 
No.  Continue to the next question.
2. 
Has the NCP been sent to jail for willful violation of non-payment of child support?  To determine this, review remarks as entered on the IVDJRR screen and/or IVDRMK screens of CSMS, and local district case records.

      FORMCHECKBOX 
  Yes.  Stop.  The case does not meet the qualifications for a review. Complete the Support Collection Unit Determination of Poverty-Level Review, check the appropriate box denying the request indicating a record of imprisonment for non-payment of child support, and mail the determination letter to the NCP.  Set appropriate status and reason code H801 09 DOES NOT MEET POV LEV ELIG.  Enter a remark on the CSMS IVDJRR screen and/or IVDRMK screen of actions taken (e.g., “Request for poverty-level review denied.  Evidence of jail for willful non-support. Determination letter sent.”).

 FORMCHECKBOX 
 
No.  Continue to the next question.
3. 
Is there a record of Family Violence, Order of Protection, or Good Cause on the CSMS case?  To determine indicators of family violence, review the FVI field on the IVDJCA screen, notes in the IVDJRR and/or IVDRMK screens of CSMS, and local district case records.  For Good Cause, review the IVDJSI screen on CSMS for any Open “G” codes (G001 00 REFUSES TO COOPERATE NO CLAIM, G001 01 REFUSAL IN IV-A, G001 02 REFUSAL IN IV-D, G002 00 REFUSES TO COOPERATE WITH CLAIM, G002 01 REFUSAL IN IV-A, G002 02 REFUSAL IN IV –D).   
       FORMCHECKBOX 
 Yes.  Stop.  The case does not meet the qualifications for a review. Complete the Support Collection Unit Determination of Poverty-Level Review, check the appropriate box denying the request indicating evidence of family violence on the case, and mail the determination letter to the NCP.  Set appropriate status and reason code H801 09 DOES NOT MEET POV LEV ELIG. Enter a remark on the CSMS IVDJRR screen and/or IVDRMK screen of actions taken (e.g., “Request for poverty-level review denied.  Evidence of family violence or good cause. Determination letter sent.”).


  FORMCHECKBOX 
 
No.  Continue to the next question. 

4.  
Has the NCP been found guilty of fraudulent intentional program violations in regard to public assistance and 
care (commonly referred to as “welfare fraud”)?  To determine this, contact your local temporary assistance 
worker.

 FORMCHECKBOX 
 Yes.  Stop.  The case does not meet the qualifications for a review.  Complete the Support Collection Unit 
Determination of Poverty-Level Review, check the appropriate box denying the request indicating evidence of 
fraudulent intentional program violations in regard to public assistance and care, and mail the determination letter 
to the NCP.  Set appropriate status and reason code H801 09 DOES NOT MEET POV LEV ELIG.  Enter a remark 
on the CSMS IVDJRR screen and/or IVDRMK screen of actions taken (e.g., “Request for poverty-level review 
denied.  Evidence of fraudulent intentional program violations in regard to temporary assistance.  Determination 
letter sent.”


 FORMCHECKBOX 
  No.  Continue to Step 4.
Step 4:  Financial Condition

	Review the Financial Disclosure Affidavit and the supporting documentation provided by the NCP.  If an item does not apply to the NCP, enter 0.  Additionally, be sure to update CSMS with any new employment, benefits, financial institution, and/or any other information obtained from the Financial Disclosure Affidavit that may be beneficial in automated enforcement activities.  

	Tax Information

	1. Enter the adjusted gross income listed on line 4 on the 1040EZ form, total income on line 22 on the 1040 form, or total income on line 15 on the 1040A form of the NCP's 2007 Federal tax return(s) OR, if no return is provided, enter the wages, tips, and other compensation listed on line 1 of the NCP’s W-2(s) for the same year.
     Note:  If the NCP validated that they had no income or no access to records on the Financial Disclosure Affidavit, enter 0.
	_______

	For current employment and benefit information use the following instructions to calculate the estimated income for the year.

· Take the year-to-date (YTD) earnings listed on the NCP’s documentation and divide by the number of transpired weeks (TW) to date.  This is the NCP’s average income (AVG INC).  

· Multiply the average income by the appropriate remaining weeks (RW) left in the calendar year the NCP is receiving the income or benefit, then add the YTD earnings to the product of the average income and the remaining weeks.  This is the calculated estimated income.  Enter this figure in the column to the right.
             YTD ÷ TW = AVG INC

             YTD + (AVG INC x RW) = Estimated Income

	Current Employment Information

	2.  Calculate and enter the estimated income for the year listed on the NCP's paycheck stub(s) OR
     Calculate and enter the estimated income for the year listed on the letter from the NCP's employer
    Note:  If the NCP validated that they had no income or no access to records on the Financial Disclosure Affidavit, enter 0. 
	_______

	

	Benefit Information.  Calculate and enter the estimated benefits for the year, or part thereof, for:

	3.  Unemployment Insurance 
	_______

	4.  Social Security Disability 
	_______

	5.  Public Assistance 
	_______

	6.  Veterans  Benefits in lieu of retired military pay 
	_______

	7.  Veterans Benefits not in lieu of military pay.
	_______

	8.  Supplemental Security Income 
	_______

	9.  Workers Compensation 
	_______

	10. Retirement
	_______

	11.  Other
	_______

	12.  Total.   Add lines 2 – 11
	_______

	

	13.  Enter the greater value of Line 1 or  12.  Use this value for calculating the Total Value of                   

       the NCP’s Income, Benefits, and Assets (see Line 41) as the income and/or benefits figure.
	_______

	

	Cash and Asset Information

	14.  Total amount of cash accessible to the NCP.
	_______

	15.  Balance listed on the NCP's checking account statement
	_______

	16.  Balance listed on the NCP's savings account statement
	_______

	17.  Balance listed on the NCP's CD account statement
	_______

	18.  Balance listed on the NCP's Money Market Account statement
	_______

	19.  Other
	_______

	20.  Total.  Add lines 14 - 19 
	_______

	21.  Balance listed on the Commissary Account statement
	_______

	22.  Total value of the NCP's stock certificates
	

	23.  Total value listed on the bond(s)
	_______

	24.  Value listed on the mutual fund(s) documentation
	_______

	25.  Balance listed on the Retirement Account(s)
	_______

	26.  Other
	_______

	27.  Total.  Add lines 21-26. 
	_______

	

	28.  Appraised value of the NCP's home
	_______

	29.  Appraised value of the NCP's land
	_______

	30.  Appraised value of the NCP's rental property
	_______

	31.  Total.  Add lines 28-30
	_______

	

	32. Total Value of the NCP's Cash and Assets.  Add lines 20, 27, and 31.
	_______

	

	Other Sources of Income
	

	33.  Lawsuit award listed on the NCP's documentation
	_______

	

	34.  Insurance Settlement amount from the NCP's documentation
	_______

	

	35.  Cash value of the NCP's Life Insurance policy from the declaration page
	_______

	

	36.  Total estate proceeds paid, or to be paid, to the NCP
	_______

	37.  Executor/executrix fee paid, or to be paid, to the NCP
	_______

	38.  Total amount to be paid to the NCP from the trust fund
	_______

	

	39.  Other Sources of Income
	_______

	40.  Total Value of Other Sources of Income.  Add lines 33 – 39.
	_______

	

	41.  Total Value of the NCP's Income, Benefits, and Assets.  Add lines 13, 32, and 40.
	_______

	
	

	Deductions from Income

	

	42.  Unreimbursed employee business expenses
	_______

	43.  Maintenance actually paid to spouse not a party to this action*
	_______

	44.  Maintenance actually paid to spouse who is a party to this action
	_______

	45.  Child support actually paid on behalf of non- subject child(ren)*
	_______

	46.  Temporary Assistance
	_______

	47.  Supplemental Security Income
	_______

	48.  NYC/Yonkers Income Tax
	_______

	49.  FICA
	_______

	50.  Total Deductions
	_______

	51.  Adjusted Total Value of NCP’s Income, Benefits, and Assets.  Subtract line 50 from line 41.
	_______


52. Based on the calculations above from the Financial Disclosure Affidavit and the supporting documentation  provided, is the NCP’s Adjusted Total Value at or below the 2008 poverty-level amount of $10,400 (see line 51)?      

 FORMCHECKBOX 
  Yes.  Continue to Step 5. 
 FORMCHECKBOX 
  No.  Stop.  The NCP does not meet the qualifications for a poverty-level review.  Complete the Support Collection Unit Determination of Poverty-Level Review, check the appropriate box denying the request indicating that the NCP’s documented income and assets exceed the poverty-level, and mail the determination letter to the NCP.  Set appropriate status and reason code H801 09 DOES NOT MEET POV LEV ELIG. Enter a remark on the CSMS IVDJRR screen and/or IVDRMK screen of actions taken (e.g., “Request for poverty-level review denied. Income, Benefit Value, and/or Asset Value = $X.  Determination letter sent.”).
Step 5:  Mailing of Documents to the NCP
Complete and mail the Agreement to Modify Order of Support and/or Compromise Arrears and Support Collection Unit Determination of Poverty-Level Review to the NCP checking the appropriate box approving the request.  Set appropriate status and reason code H901 10 MEETS POV LEV ELIG-MOD/ARRS or H901 11 MEETS POV LEV ELIG-MOD ONLY, as appropriate.
Step 6:
 Poverty-Level Review Completed By

Support Collection Unit:
___________________________   ______________________________   __________________   _________________

 Name

 Title

 Telephone Number

 Date
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