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Section 2 
 
I. Summary 
 

This Administrative Directive (ADM) communicates the required actions that the local district 
must take in order to comply with federal and State child support case closure criteria.  This 
ADM sets forth the standards that must be followed by the local district when determining 
whether a child support case is eligible for closure as well as the procedures for case 
maintenance to facilitate automated case closure by the Child Support Management System 
(CSMS). 

 
II. Purpose 
 

This ADM notifies local districts of the permissible criteria for closing a child support case and 
the required actions that must be taken before a child support case can be closed. 
 
The case closure criteria outlined in this ADM provides a systematic caseload review process 
and instructions for workers to follow to close cases in compliance with federal and State 
regulations.  This systematic approach streamlines the case closure process which in turn 
provides local districts with the ability to concentrate resources on cases with a greater potential 
for collection success. 

 
III. Background 
 

As of August 4, 1989, state child support enforcement agencies are required to have a system in 
effect for case closure.  On April 9, 1999, federal regulations at 45 Code of Federal Regulations 
(CFR) 303.11 were revised to establish twelve criteria for determining cases eligible for case 
closure.  States do not have discretion in deciding which cases are eligible for case closure.   

 
On July 21, 2008, the federal regulations governing case closure were amended, thereby 
requiring further amendments to Title 18 New York Codes Rules and Regulations (NYCRR) 
§347.24.  The conforming State amendments to NYCRR §347.24 were promulgated February 
25, 2009. 

 
IV. Program Implications 
 

This ADM specifies the permissible criteria for case closure.  Local districts must follow the 
procedures contained in this ADM when reviewing cases for compliance with case closure 
criteria. 

 
V. Required Action 
 

A. General Worker Actions 
 

In order to meet the requirements for automated case closure, the worker must properly 
identify the specific criterion for case closure and take the steps necessary to complete the 
case closure process, including appropriate updates to CSMS, when necessary.  When a 
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worker determines that a case is eligible for closure, information in support of their 
determination for the case closure criterion must be entered on the CSMS respondent 
remarks (IVDJRR) screen, and if the case is in accounting status, on the ASCU remarks 
(IVDRMK) screen. 

 
Under certain case conditions, the worker must manually set the appropriate status and 
reason code to support automated case closure as noted in Section B below and as provided 
in the Automated Case Closure Status and Reason Codes Desk Aid (Attachment 1).  

 
For cases with a child support court order to be closed through the automated process, the 
worker must close the account after all child support collected on behalf of the recipient of 
services has been properly disbursed. 

 
The appropriate aging of, and review for, responses to case closure notices must have elapsed 
before a worker can take the next appropriate action e.g., a Contact Letter About Case 
Closure (Attachment 2) issued by CSMS requires that sixty days pass before a Case Closure 
Notice (Attachment 3) is issued by CSMS, which also requires the passage of sixty days 
before a case may be closed. 

 
B. Criteria for Case Closure and Specific Worker Actions 

 
There are twelve eligibility criteria for case closure and each has specific worker actions 
associated with them.  Below are the twelve criteria and the worker actions associated with 
each that must be followed to ensure appropriate case closure: 

 
• Criterion 1 – No Longer Current Support Order, Arrears Under $500, or Arrears 

Unenforceable  
 

There is no longer a current support order and the total of all assigned and unassigned 
arrears is under $500 or arrears are unenforceable under State law.  Criterion 1 may 
include, but is not limited to, the following: 
a. no support order yet established and there has been a family reconciliation - parent or 

child returned to the household; 
b. paternity is established and it is the only child support service needed because both 

parents in the Title IV-A household or Medical Assistance household are living 
together; 

c. no support order yet established and the only child (or children) in the case 
emancipated; or 

d. no support order yet established and there has been a change in the custody 
arrangement. 

 
Criterion 1 includes cases in which the recipient of services, who is a custodial parent, 
dies.  With the death of the custodial parent, there is no longer a recipient of services.  If 
there are no arrears/past-due support assigned to the State and local district the order is no 
longer enforceable by the child support program under federal law as Title IV-D services 
may only be provided to an individual. 
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Worker action:  For accounts that meet this criterion, any current support ledger must be 
terminated. For cases, a new status and reason code S999-04 (no basis for child support) 
has been added.  This status and reason code is to be used for the conditions listed in 
Criterion 1 as well as other situations in which a current support order cannot be legally 
established or enforced either by the court or the local district that are not otherwise 
addressed by any other criteria. 
 
There is a new field on IVDQRY to denote whether the current obligation is for zero 
dollars or the account is for arrears only.  The field is labeled 0-$CUR-SPT, meaning 
"zero dollars current support."  If the field is left blank, or contains a "Y" (yes, it is a zero 
dollar obligation amount - manual input), the case will not be selected for case closure.   
If the field contains "N" (no, it is not a zero dollar obligation amount - manual input), the 
case will be selected for case closure, provided all other case closure conditions for this 
criterion are met.   The transaction code to update the new 0-$CUR-SPT field is 4F 
ZERO.  The transaction code to update the new 0-$CUR-SPT field is TR-TYPE 4F 
CHNG ZERO Y or TR-TYPE 4F CHNG ZERO N.  The values for this field are: 
o Y = Zero Order 
o N = Not Zero Order 
o BLANK = Not Determined 
 
There is a space between ZERO and the entry of the value.  Whenever the court issues a 
zero dollar current support obligation, whether it is a new or modified order, the entry of 
“Y” is required, regardless of the case closure process.  If the account is for the collection 
of arrears only, the entry of “N” is required regardless of the case closure process.   

 
• Criterion 2 – Noncustodial Parent (NCP) or Putative Father Deceased 

 
The NCP or putative father is deceased and no further action, including a levy against the 
estate, can be taken.  Includes cases and accounts in which the NCP or putative father has 
been verified as deceased.  Prior to closing the case, the worker must verify that the NCP 
or putative father is deceased by: 
a. contacting the Department of Health, Bureau of Vital Records; 
b. contacting the registrar of the municipality in which the death occurred; or 
c. obtaining an original or certified copy of the death certificate from the decedent’s 

family. 
 

Worker action: Set the Wedlock Indicator to 5 for a case-only or input “D” in the REV 
ADJ IND on the AJ screen when the case is in accounting status.  The worker must verify 
that no orders for support have been overlooked for entry on CSMS, and verify whether 
any and all assets of the estate have been exhausted for enforcement of any child support 
debt. 
If the putative father dies before paternity can be established, the local district should 
commence or continue a paternity proceeding (Family Court Act §519) in a public 
assistance case or Medical Assistance case where it can be determined that: 
a. the putative father was the petitioner in the paternity proceeding;  
b. the putative father acknowledged paternity of the child in open court;  
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c. a genetic marker or DNA test had been administered to the putative father prior to his 
death; if there is another putative father identified (refer to Section VI.6 of this 
ADM); or 

d. the putative father openly acknowledged the child as his own which includes 
furnishing support in cash or otherwise acting as a parent. 

 
The local district should consult with counsel as to whether the facts in a particular case 
support posthumous paternity establishment.  In an existing child support services (CSS) 
case, if the conditions of FCA §519 are met, the local district may continue with the 
proceeding if there are assets against which to enforce an order of support.  The local 
district may seek an order of support under FCA §545(2) for the needs of the child 
accruing from the date of birth of the child to the date of the application for the order of 
filiation. 

 
• Criterion 3 – Paternity Cannot Be Established 

 
Paternity cannot be established because: 
a. The child is at least 21 years old in this State and an action to establish paternity is 

barred by an applicable statute of limitations. 
• Worker action: The worker must first determine whether the putative father 

acknowledged paternity by furnishing support or in writing, either of which will 
allow paternity establishment beyond the age of 21 (see Criterion 2). 

b. A genetic test or a court or administrative process has excluded the putative father as 
the father of the child and no other putative father of such child can be identified. 
• Worker action: set status and reason code P801-05 (paternity excluded by genetic 

test).  
c. The local district has determined that it would not be in the best interest of the child 

to establish paternity in a case involving incest or forcible rape, or in any case where 
legal proceedings for adoption are pending. 
• Worker action: set status and reason code P801-07 (no pat, not in child’s best 

interest). 
d. Either the first name or the last name of the biological father is unknown and cannot 

be identified after diligent efforts, including at least one face-to-face interview by the 
child support enforcement unit with the recipient of services.  For the purpose of this 
subparagraph, “diligent efforts” means acting on leads the recipient of services may 
provide that could help identify and locate the biological father such as a last known 
address or employer.  The interview required by this subparagraph may be conducted 
by telephone when the recipient of services would have to travel at least 30 miles; 
take time from work to be interviewed face-to-face; is disabled; or lacks 
transportation. 
• Worker action: set status and reason code P100-04 (paternity interview/ client) or 

L801-01 (John Doe case). 
 

• Criterion 4 – Noncustodial Parent (NCP) Location Unknown  
 

The location of the NCP is unknown, and the local district has made unsuccessful diligent 
efforts using multiple sources, to locate the NCP: 
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a. over a three year period when an L100 status has been opened and when there is 
sufficient information to initiate an automated locate effort; or 

b. over a one year period when an L200 status has been opened and when there is not 
sufficient information to initiate an automated locate effort. 

 
The case may be closed if NCP’s residence, employment address, or earnings or assets 
are unknown and the local district has made diligent but unsuccessful quarterly attempts 
using all locate sources pursuant to federal and State requirements for locating the NCP 
and his/her earnings or assets.  Such efforts must be made over a three year period when 
there is sufficient information to initiate an automated locate effort, or over a one year 
period when there is insufficient information to initiate an automated locate effort.  
“Sufficient information” means the first and last name; date of birth; and/or Social 
Security number (SSN) of the NCP. 

 
• Criterion 5 – NCP cannot Pay Support for Duration of the Child’s Minority 

 
The NCP cannot pay support for the duration of the child’s minority and the local district 
determines that no income or assets are available which could be levied or attached for 
support because the NCP meets one of the following criteria: 
a. Is institutionalized in a psychiatric facility. 

• Worker action: set status and reason code R802-21 (NCP in institution, 
psychiatric) or S802-21 (NCP in institution, psychiatric). 

b. Is incarcerated with no chance of parole. 
• Worker action: set status and reason code R802-22 (NCP incarcerated, no parole) 

or S802-22 (NCP incarcerated, no parole). 
c. Has a medically verified total and permanent disability with no evidence of support 

potential. 
• Worker action: set status and reason code R802-23 (NCP disabled, unable to 

support) or S802-23 (NCP disabled, unable to support). 
 

Note:  Supplemental Security Income (SSI) is deductible from income for child support 
purposes and is not subject to garnishment.  However, the receipt of SSI by the NCP is 
not sufficient reason to close a child support case.  In order to close a child support case 
the NCP must have a medically verified total and permanent disability with no evidence 
of support potential.  An individual need not have a medically verified total and 
permanent disability in order to be eligible for SSI.  In order to assist in substantiating a 
determination as to whether the individual has a medically verified total and permanent 
disability, the local district may request the NCP obtain his or her medical records 
pursuant to 45 CFR 164.524 (regarding access of individuals to protected health 
information) and provide such documentation to the local district for review.  
Alternatively, a court order would be acceptable documentation that an NCP is 
permanently and totally disabled. However, in order for the case to be closed, the local 
district must also determine that the NCP has no support potential and no income or 
assets available which could be levied or attached for support. 

• Criterion 6 – Noncustodial Parent (NCP) Lives in a Foreign Country  
 

The NCP must live in a foreign country and meet the following criteria: 
a. be a citizen of the foreign country; 
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b. not work for the United States government or a company which has its headquarters 
or offices in the United States; and 

c. have no reachable domestic income or assets. 
 

Worker action: set status and reason code E802-24 (NCP foreign citizen, no reciprocity); 
or R802-24 (NCP foreign citizen, no reciprocity); or S802-24 (NCP foreign citizen, no 
reciprocity). 

 
• Criterion 7 – Local District Providing Non-Title IV-D Location Only Services  

 
The local district has provided non-Title IV-D location only services as requested by the 
custodial parent, legal guardian, attorney, or agent of a child who is not receiving public 
assistance.  Closure of these cases occurs regardless of whether such services were 
successful. 

 
• Criterion 8 – Request to Close Case 

 
Includes cases and accounts in which the non-public assistance recipient of services or 
the referring jurisdiction (state) requests closure of their case and there is no assignment 
to the State of medical support or arrears which accrued under a support order. 

 
Worker action: set status and reason code D002-18 (CP written request to close case), or 
E999-01 (client requests case be closed), or P999-01 (client requests case be closed), or 
R999-01 (client requests case be closed), or S999-01 (client requests case be closed), or 
T999-01 (client requests case be closed). 

 
The worker should ask the recipient of services making a verbal request for case closure 
to put the request in writing and annotate the same in “remarks.”  The receipt of a written 
request makes it unnecessary to generate a Case Closure Notice for that case.  The 
worker must enter the appropriate status and reason code as identified in the Automated 
Case Closure Status and Reason Codes Desk Aid (Attachment 1). 

 
In instances where an order of support has been modified by the court to become a “pay-
direct order” at the request and consent of the parties, the order must be considered a 
written request to discontinue child support services and a basis to close the case if there 
is no applicable assignment.  Since the “pay-direct order” will be treated as a written 
request to close the case it is unnecessary to generate a Case Closure Notice to the 
recipient of services.  Refer to Section F of this ADM, regarding notice to the NCP where 
there is an existing support order. 

 
• Criterion 9 – Good Cause 

 
Includes cases and accounts in which the responsible local district social services unit 
determined that a recipient of services has good cause or is covered by a valid exception 
preventing them from cooperating with the local district without risk or harm to them or 
to a child or caretaker.  Case closure for “good cause” has been expanded to include 
“other exceptions to cooperation” which includes family violence full waivers of 
cooperation with the local district. 
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Worker action: set status and reason code G801-00 (good cause claim upheld) or M803-
01 (good cause granted). 

 
• Criterion 10 – No Contact with Recipient of Services 

 
Includes non-public assistance cases and accounts, or non-public assistance Medicaid 
cases, when cooperation with the local district is not required by the custodian, and when 
the local district is unable to contact the recipient of services or custodian within a sixty 
calendar day period.  Closure of a non-public assistance case for lack of contact from the 
recipient of services requires the issuance of at least one Contact Letter about Case 
Closure and a Case Closure Notice sent by first class mail to the last known address.  The 
federal requirement is to allow a minimum sixty day timeframe for each letter sent.  Due 
to processing timeframes, CSMS allows ninety days for all letters. 

 
Worker action: set status and reason code L801-02 (client cannot be located).   For cases 
with active accounts for which child support payments are being received and/or not 
disbursed, the local district may not close the account before the expiration of two years 
following diligent effort to locate the recipient of services.  Social Services Law (SSL) 
§111-h (4) provides that “any and all moneys paid into the support collection unit 
pursuant to an order of support where the petitioner is not a recipient of public assistance, 
shall upon payment into such [SCU] be deemed for all purposes to be the property of the 
person for whom such money is to be paid.”  Returning collections to the NCP or the 
income payor in this instance would not be appropriate; the unclaimed funds process 
outlined in SSL §111-h (5) – (7) applies. 

 
• Criterion 11 – Non-Cooperation 

 
In a non-public assistance case in receipt of child support services, or in a non-public 
assistance Medicaid case when cooperation with the local district is not required of the 
recipient of services (i.e. a child-only Medicaid case), the local district must document 
the circumstances of non-cooperation by the recipient of services.  Non-cooperation 
includes any action/inaction of the recipient of services essential for the next step in 
providing child support services such as: 
a. continuing to accept direct child support payments; 
b. failing to submit to paternity testing or to attend hearings necessary to establish 

paternity or support; 
c. refusing to sign forms (e.g., paternity affidavit); or   
d. refusing to report private attorney actions or the actions of private collection 

agencies upon request. 
 

Worker action: set status and reason code E201-05 (client did not appear), or E802-02 
(dismissal – summons served – neither side appeared), or P801-01 (client failed to 
cooperate), or P802-04 (dismissed with prejudice client did not cooperate), or P802-05 
(dismissed without prejudice client did not cooperate), or S201-05 (client did not appear), 
or S802-04 (client failed to cooperate), or S802-08 (dismissal- summons served – client 
absent), or S802-10 (dismissal – summons served – neither side appeared). 
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The recipient of services is considered to have cooperated in providing information 
“essential to the next step” by providing information necessary to establish the order, 
such as providing: 
a. the name, SSN, or date of birth of the putative father/noncustodial parent; 
b. a reasonable description of the putative father/noncustodial parent; 
c. a current or last known address for the putative father/noncustodial parent; or 
d. the current or last known employer of the putative father/noncustodial parent. 

 
Should a recipient of services refuse to provide necessary information to move forward at 
either the “pre-child support order” or “post-order” stage (which should be rare), actions 
under Criterion 11 may be appropriate.  However, a recipient of services’ failure to file or 
respond to a violation petition is not a valid case closure basis indicating the recipient of 
services’ inaction since the local district has legal standing to originate and prosecute 
enforcement proceedings (FCA §453, as amended by Chapter 215 of the Laws of 2009).  
An exception to this rule could occur where the court determines that testimony of the 
recipient of services is necessary and summons the individual to appear.  If the recipient 
of services refused to appear in response to the summons, case closure would be 
appropriate. 

 
In a child-only Medicaid case the custodian of the child is not bound by the public 
assistance cooperation requirements.  Upon application for Medicaid, the medical support 
assignment occurs by operation of law.  The child support case must remain open when 
Medicaid has made a payment and/or when the medical support assignment is in effect 
for current medical support, including the provision of health insurance coverage, or 
medical support arrearages.  Regardless of whether the cooperation of the recipient of 
services is necessary for the local district to take the next step in the case, the child 
support case must remain open. 

 
• Criterion 12 – No Action By Initiating State 

 
The local district documents failure by the initiating state to take an action which is 
essential for the next step in providing services.  
 
Includes cases and accounts in which the local district documents the failure of the 
initiating state to cooperate in a child support case receiving child support services, and 
action by the initiating state is required for the next step in providing child support 
services.  Previously, the responding state could not close a case without permission of 
the initiating state.  A case may now be closed when the local district documents the 
failure of the initiating state to take an action that is necessary for the next step in 
providing child support services. 

 
Worker action: close the R group with status and reason code R802-25 (initiating 
state/non cooperation). 

 
Example #1: 
The initiating jurisdiction (IJ) sends a new interstate case to the New York Interstate 
Central Registry (ICR).  The IJ is requesting establishment of an order; however, the IJ 
neglected to include a Uniform Support Petition (or some other mandatory 



 

10 
OTDA-09-ADM-23 
(Rev. 11/2009) 

documentation).  The ICR requests the required form, but the IJ state does not send it, 
and there is no action the ICR can take without this form.  The IJ state has thirty days to 
submit the form, but if the form is not submitted within sixty days the ICR can close the 
case. 

 
Example #2: 
There is an existing interstate case with the responding state order registered in New 
York State for enforcement.  The whereabouts of the NCP becomes unknown, and it is 
believed that the NCP has relocated to another state.  The ICR asks the IJ to provide 
locate information and the IJ does not respond.  New York State cannot enforce the order 
without additional information (address, employer, assets, etc.) and since the IJ did not 
respond to a request to provide this information within thirty days, New York State can 
close its case after the expiration of sixty days. 

 
C. Case Closure Reports 

 
Workers are provided with the Automated Case Closure Report (Attachment 4) to manage 
the automated case closure process that is available on Computer Output to Laser Disk 
(COLD) under the COLD report name AUTOCASECLOSE.  The sections of the report and 
required worker actions are as follows: 
 
a. CASES ELIGIBLE FOR CLOSING - this section notifies workers when a case closure 

notice has been generated.  This report must be reviewed by workers and cases selected 
for case closure must be reviewed by a supervisor prior to case closure. 
 

b. AUTOMATED CASE CLOSURE CANCELLED - workers must review these cases to 
determine what new information has excluded these cases from the case closure process 
and work the case accordingly (e.g., the recipient of services provides a new address and 
telephone number for local district use in further contact). 
 

c. CASES CLOSED - section is intended for supervisory level staff in each district.  
Supervisors should review the report to evaluate cases that have been closed to ensure 
that correct statuses are being used and notices have been issued when appropriate. 
 

d. CASES REQUIRING FURTHER REVIEW - section is intended for supervisory level 
staff to review that workers have made necessary account maintenance actions in an 
effort to move cases to automatic closure.  These cases will require that account 
maintenance and adjustments be completed by workers prior to automated closure of the 
case. 
 

e. SUMMARY - section is sorted by worker code and identifies the number of cases for 
each of the sections described above. 

 
D. Supervisory Action 

 
After workers have completed their review and made a determination that supports closing a 
case that appears on the Automated Case Closure Report under the section “Cases Eligible 
for Closing,” supervisors must review cases that remain available for the case closure 
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process. If appropriate, the correct status and reason codes must be set to allow for automated 
case closure. 

 
Three months after the Case Closure Notice is produced the cases will appear in the section 
of the report entitled “Cases Closed.”  These cases must be reviewed by supervisors to 
determine the correctness of the actions taken resulting in the closing of a case.  Depending 
on the outcome of the supervisory review, the case may require reopening. 

 
Supervisors must review the section of the report entitled “Cases Requiring Further Review.”  
Supervisors are required to ensure that workers review cases and perform necessary account 
maintenance actions in an effort to move cases to automatic closure.  These cases will require 
that account maintenance and adjustments be completed by workers prior to automated 
closure of the case.  

 
E. Case Closure Notices 

 
1. Notice Generation 
 

A Case Closure Notice is generated for Criterion 1 when the current support ledger is 
terminated and arrears are less than $500.00.  

 
For Criterion 2, the Wedlock Indicator on IVDJCH must be “5” (Death of Parent) or, for 
cases in accounting status, the Review and Adjustment Indicator on IVDADJ must be 
“D.” 

 
For Criterion 3 (a), paternity must not have been established and the child must be 
twenty-one or older. For the remaining subparts of Criterion 3, the appropriate status is 
required. 

 
The remaining closure criteria require the appropriate status be set by the worker to 
generate the Case Closure Notice, except for Criteria 7, 8 and 9, which do not require a 
Case Closure Notice. Case Closure Notices are generated with appropriate criterion text 
for the case closure identified on each notice.  Refer to Text for Case Closure Notices 
(Attachment 5) for the language used for each case closure criterion. 

 
Contact Letter About Case Closure (Attachment 2) is a notice designed to be generated 
and used exclusively for Criterion 10 wherein there is an inability to contact the non-
public assistance recipient of services or the Medicaid-only recipient of services. The 
notice is designed to meet the federal requirement for providing written notification to the 
recipient of services at least sixty calendar days prior to the generation of the Case 
Closure Notice.  

 
Note:  Case closure under Criterion 10 requires two notices.  The first notice required is 
the Contact Letter About Case Closure.  Three months after this notice is sent a Case 
Closure Notice is required. 

 
The Case Closure Notice has been revised and is designed to inform the recipient of 
services of the local district’s intention to close the child support case after the expiration 
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of sixty days.  The notice contains instructions for the recipient of services in the event he 
or she disagrees with the decision to close the case. 

 
The Case Closure Notice Referring State (District) (Attachment 6) is designed to be 
used to assist with the case closing process in referred cases and is used exclusively for 
Criterion 12. 

 
2. Exceptions to Notice Generation 

 
There are a few exceptions to the notice generation that include: 
 
a. Address Issues - Case closure notices will be sent to the address available on IVDJCH 

or, if blank, the address on IVDJCM.  If the address is blank, no notice will be issued 
and a notation will appear on the Automated Case Closure Report “Cases Eligible for 
Closing” section with the notation “blank address.”  If the local district locates a new 
address for the recipient of services adding the address will remove the case from the 
closure process under Criterion 10 (unable to contact the recipient of services within a 
sixty calendar day period). 
 

b. DSS Ledgers - If all of the amounts making up the “total amount” owed are taken 
from ledgers with 2 in the first position (support assigned to the State and local social 
services district), a notice will not be issued and a notation will appear on the 
Automated Case Closure Report “Cases Eligible for Closing” as “No Notice Sent.”  
CSMS will create an exception for the case.  The record will be removed from the 
case closure notice file and no notice will be generated.  This condition will not 
remove the case from the case closure process. 

 
c. Recipient of Services Submits Written Request for Case Closure - When a recipient 

of services has made a written request for case closure and a status and reason code of 
D002 RC18 (custodial parent written request to close case) has been set, no Case 
Closure Notice will be issued and a notation will appear on the Automated Case 
Closure Report “Cases Eligible for Closing” as “No Notice Sent.” 

 
F. Closing Cases with a Support Order 

 
If the recipient of services has a support order payable through the SCU and the case is 
closed, the SCU must send a letter to the noncustodial parent advising him or her to begin 
paying the recipient of services directly, or in interstate cases, to the referring state. In in-
state cases a copy of the letter (including the court docket number) should be provided to the 
issuing court.  

  
G. Child Support Processing Center (CSPC) Customer Service 

 
1. Customer Service Helpline 

In the Case Closure Notice, the recipient of services is advised that he or she may contact 
the NYS Child Support Helpline (CSH) to receive an explanation of the decision, if 
necessary.  The Customer Service Helpline Case Closure Frequently Asked Questions 
(Attachment 7) provides information related to how CSH staff will respond to questions.  
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As with current procedures, the CSH may make a referral to the local district, if 
necessary.  The local district must contact the recipient of services by telephone within 
two business days after the date of the referral by the CSH.   
 

2. Undeliverable Mail 
Notices produced and mailed provide a return address to a post office box for the CSPC.  
Undeliverable mail will be processed by the CSPC as follows: 
a. Returned notices with a new address - notices will be placed in a new envelope 

addressed to the address provided by the post office and mailed.  A copy of the notice 
and the address provided by the post office will be forwarded to the respective local 
district with a batch header indicating the local district name and Returned Case 
Closure Notice with New Address for local district location action to update CSMS 
with the new client address. 

b. Returned notices without a new address - notices will not be forwarded to the local 
district.  The local district must proceed with case closure, if appropriate, for the 
criterion stated on the Case Closure Notice. 

 
VI. Systems Implications 
 

The local district should only use status code D901-03 (case closure notice not required) when 
closing:  
 
1. an account such as a suspense account; 
2. another administrative account, such as one used for paternity testing;  
3. a refund to respondent account;  
4. a case opened in error;  
5. a duplicate case; 
6. a case in which the putative father has been excluded as the biological father and a second 

case is opened naming another individual as the biological father of the child; or   
7. a case in which a Federal Information Processing Standard code (FIPS) is changed, requiring 

the opening of a new case with an account. 
 
VII. Additional Information 
 

The requirements for record retention which apply to correspondence and responses received 
from the case closure process are found in 18 NYCRR § 347.24.  In accordance with the 
regulation, case closure documentation received by the CSPC will be retained by the CSPC or by 
the local district for a minimum of three years from the date of case closure. 

 
VIII. Effective Date: 

 
The ADM is effective November 20, 2009. 

 
Issued By 
Name:   Scott E. Cade 
Title:   Deputy Commissioner and Director 
Division/Office: Center for Child Well-Being 
   Division of Child Support Enforcement 
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Attachment 1  
 

Automated Case Closure Status and Reason Codes 
Desk Aid 

 
 
This chart lists the status and reason codes that must be manually set for a case to be selected for 
the automated case closure process.  These codes are in addition to any codes that must be 
appropriately set as a standard part of case record maintenance. 
 
 
 

 
 
criteria # 

 

 
description of condition that 
allows a case to be closed 

  

status and reason code a 
worker must set to make 
sure the case enters the 
automated case closure 
process 
 

 

status and reason code name 

     
     

1 There is no longer a current child 
support order for the case, and 
the past due child support totals 
less than $500 or is 
unenforceable under New York 
State Laws. 

 [none specifically for this 
condition; however, 
Status and reason code 
S999-04 may be used 
when a support order 
should not be established. 

No Basis for Support 

     
     

2 The putative father or non-
custodial parent died and no 
further action can be taken, 
including levy against an estate. 

 None specifically for this 
condition, but you must 
set the wedlock 
indicator (WI) on IVDJCH 
to 5 for cases. For 
accounts set a “D” on 
the REV ADJ IND on 
IVDADJ 
  

 

     
     

3A You cannot establish paternity for 
the child in the case because the 
child is at least 21 years old, or 
action is barred by an applicable 
statute of limitations. 

 [none specifically for this 
condition] 

 

     
     

3B You cannot establish paternity for 
the child in the case because a 
genetic test found that the man 
named as the child’s father is not 
the father, and you do not have 
another man identified as a 
possible father. 

 P801  05 PATERNITY EXCL VIA GENETIC TEST 

     
     
     

3C You cannot establish paternity for 
the child involved in the case 
because you decided that efforts 
to establish paternity are not in 
the child’s best interest. 

 P801  07 NO PAT, NOT IN CHILDS BST INT 

     
     

3D You cannot establish paternity for 
the child in the case because you 
cannot identify the child’s 
biological father after diligent 

 P100  04 
 
 

PATERNITY INTERVIEW/CLIENT 
 
JOHN DOE CASE 
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efforts, including at least one 
interview with the custodial 
parent. 

L801  01 

     
     

4A  and  
4B 

The location of the non-custodial 
parent or putative father is 
unknown, and you have tried to 
locate the parent or putative 
father for at least three years if 
sufficient information for 
automated searches (4A) or one 
year if insufficient information for 
automated searches (4B). 

 [none specifically for this 
condition] 

 

 

     
     

5A There is no income or assets 
available to the noncustodial 
parent that could be levied or 
attached for support, and the 
noncustodial parent is 
institutionalized in a psychiatric 
facility. 

 R802  21 
 
 
 
 
S802  21 

NCP IN INSTITUTION,PSYCHIATRIC 
 
 
 
 
NCP IN INSTITUTION, PSYCHIATRIC 

     
     

5B There is no income or assets 
available to the noncustodial 
parent that could be levied or 
attached for support, and the 
noncustodial parent is 
incarcerated with no chance of 
parole. 

 R802  22 
 
S802  22 

NCP INCARCERATED, NO PAROLE 
 

NCP INCARCERATED, NO PAROLE 

     
     

5C There is no income or assets 
available to the noncustodial 
parent that could be levied or 
attached for support, and the 
noncustodial parent has a 
medically verified total and 
permanent disability and no 
support potential. 

 R802  23 
 
 
 
 
S802  23 

NCP DISABLED, UNABLE TO SUPPT 

 
 
NCP DISABLED, UNABLE TO SUPPT 

     
     

6 The noncustodial parent is a 
citizen of, and lives in, another 
country, does not work for the US 
government or a company with 
headquarters or offices in the US, 
and has no reachable income or 
assets in the US, and the other 
country cannot help collect child 
support. 

  
E802  24 
 
 
R802  24 
 
 
S802  24 

 
NCP FOREIGN CITIZEN, NO RECIPR  
 
NCP FOREIGN CITIZEN, NO RECIPR  
 
NCP FOREIGN CITIZEN, NO RECIPR 

     
     

7 The IV-D agency has provided 
location-only services as 
requested. 

 The location-only process 
is fully automated, so this 
condition does    not 
require any worker action. 

 

     

8 The non-public assistance client 
has requested case closure and 
there is no assignment to the 
state of medical support or 
arrearages which accrued under 
a support order. 

 D002  18 
 
E999  01 
 
P999  01 
 
R999  01 
 
S999  01 

CP WRITTEN REQUEST TO CLOSE CASE 
 

CLIENT REQUESTS CASE BE CLOSED  
 

CLIENT REQUESTS CASE BE CLOSED  
 

CLIENT REQUESTS CASE BE CLOSED  
 

CLIENT REQUESTS CASE BE CLOSED  
 

CLIENT REQUESTS CASE CLOSED 
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T999  01 
     
     

9 There has been a finding by the 
responsible state agency of good 
cause or other exceptions to 
cooperation with the IV-D agency, 
and the state or local IV-A, IV-D, 
IV-E, Medicaid or food stamp 
agency has determined that 
support enforcement may not 
proceed without risk of harm to 
the child or caretaker relative. 

 G801  00 

 
M803  03 
 
Set Wedlock IND 
To “6” for all 
associated 
children 
 
Set Family 
Violence IND to 
“1” 

GOOD CAUSE CLAIM UPHELD 

 
GOOD CAUSE GRANTED 

     
     

10 You have been unable to contact 
the client despite at least one 
attempt by first class mail to the 
client’s last known address. 

 L801  02 CLIENT CANNOT BE LOCATED 

     
     
     

11 You have documented that the 
non-public assistance client or a 
non-public assistance Medicaid-
only recipient of services has not 
cooperated with you and an 
action by the client is essential for 
the next step in providing 
services. 

 E201  05 
 
E802  02 
 
P801  01 
 
P802  04 
 
P802  05 
 
S201  05 
 
S802  04 
 
S802  08 
 
S802  10 

CLIENT DID NOT APPEAR 
 
DSMSSL-SMMNS SRVD-NEITH SIDE APP 
 

CLIENT FAILED TO COOPERATE 
 

DSMSSD W/ PREJ-CLI DIDN T COOP 
 

DSMSSD W/O PREJ-CLI DIDN T COOP 
 

CLIENT DID NOT APPEAR 
 
CLIENT FAILED TO COOPERATE 
 

DISMISSAL-SUMMONS SERVED-CLI ABS 
 

DSMSSL-SUMNS SRVD-NEITHR SIDE AP 

     

12 It is an interstate case and the 
referring state did not take an 
action essential for you to provide 
child support enforcement 
services. 

 R802  25 INITIATING STATE/NON COOPERATION 
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MANUAL STATUS CODES FOR USE WITH THE AUTOMATED CASE CLOSURE PROCESS 

 
The following statuses must be used whenever one of the appropriate conditions exists: 
 
E Status & Reason  Description 
E201-05   Client did not appear 
E802-02   Dismissal, summons served, neither side appeared 
E802-24   NCP foreign citizen, no reciprocal agreement 
E999-01   Client requests case closed 
 
G Status & Reason  Description 
G801-00   Good cause claim upheld 
M803-01   Good Cause Granted 
 
L Status & Reason  Description 
L200-00  Insufficient info for PLS search 
L801-01  John Doe case 
L801-02  Client cannot be located 
 
M Status & Reason Description 
M803-03  Good cause granted 
 
P Status & Reason Description 
P100-04  Paternity interview, client 
P801-01  Client failed to cooperate 
P801-05  Paternity excluded via genetic testing 
P801-07  No paternity, not in child’s best interest 
P802-04  Dismissed w/prejudice, client did not cooperate 
P802-05  Dismissed w/o prejudice, client did not cooperate 
P999-01   Client requests case be closed 
 
R Status & Reason  Description 
R802-21  NCP in institution, psychiatric 
R802-22  NCP incarcerated, no parole 
R802-23  NCP disabled, unable to support 
R802-24  NCP foreign citizen, no reciprocal agreement 
R802-25  Initiating state/non cooperation 
R999-01  Client requests case be closed 
 
S Status & Reason  Description 
S201-05  Client did not appear 
S802-04  Client failed to cooperate 
S802-08  Dismissal, summons served, client absent 
2802-10  Dismissal, summons served, neither side appeared 
S802-21  NCP in institution, psychiatric 
S802-22  NCP incarcerated, no parole 
S802-23  NCP disabled, unable to support 
S802-24  NCP foreign citizen, no reciprocal 
S999-01   Client requests case be closed 
S999-04   No Basis for Child Support 
 
T Status & Reason  Description 
T999-01   Client requests case be closed 
 



Attachment 2 

 

STATE OF NEW YORK                                         NEW YORK CITY                                                11/30/08                                 
CSMS8649 SUPPORT > PA               OBLIGATION AND COLLECTION GREATER THAN ASSISTANCE GRANTED                                                                   
M SUPP GTR GRNTD B66    20081130            AT LEAST THREE CONSECUTIVE MONTHS GREATER                                  GE    15                            
 1 = EXCESS SUPPORT WITH RECOUPMENT DEDUCTED                                                                                                                    
 2 = EXCESS SUPPORT WITH NO RECOUPMENT                                                                                                                          
A-1    REGULAR CYCLE OF MONTHLY CHARGES (4 WEEKLY, 2 BI-WEEKLY, ETC)                                                                                            
  1         2                         3                             4         5        6         7       8            9                                         
     RESPONDENT NAME              CLIENT NAME                 AP 21A,BR,BP DL SW/  PA CA DEF   RECOUP  POTEN   COL 4 -(6-7+8)                                   
 CD  CSMS CASE #                  CLIENT ID                  - TAX OFFSET  DATE   CLI PA CAN   SUF     DSRGD    CUR MO OBLIG                                    
1 2  XXXXXX, MIGUEL               XXXXXX FREDA                    600.00     05       248.00     0.00  100.00       252.00                                      
     NXXXXXXX1                    NXXXXXX1                               09/03/08 001XXXXX2I   01                   480.00                                      
1 2  XXXXXXXXXX, JACK             XXXXXXX LOURDES                 540.00     05       384.00     0.00  100.00        56.00                                      
     NMXXXXXX1                    NMXXXXX1                               09/05/08 002XXXXXXE   01                   540.00                                      
1 2  XXXXXX, KEUNG                XXXIRENE A                      574.00     04       197.00     0.00  100.00       277.00                                      
     NRXXXXXX1                    NXXXXXX1                               09/11/08 002XXXXXXX   01                   574.00                                      
 
A-2    MONTHLY CHARGES FOR 5 WEEKLY AND 3 BI-WEEKLY ONLY                                                                                                        
1 2  XXXXXX, ROXXXXXXXX           XXXXXXXJACQUELINE               250.00     11       138.00     0.00  100.00        12.00                                      
     NXXXXXXX1                    NXXXXXX1                               09/26/08 003XXXXXXX   01                   240.00                                      
1 2  SXXXX, KENNETH               XXXXXXXXXXXX CHARLENE           544.50     04       414.00     0.00  100.00        30.50                                      
     NXXXXXXX1                    4XXXXXX1                               09/26/08 004XXXXXXI   01                   605.00                                      
 



ATTACHMENT 3  
 

NYS CHILD SUPPORT PROCESSING CENTER DATE:       
PO BOX 15365 
ALBANY NY 12212-5365 
 

            CASE CLOSURE NOTICE 
 

 
COUNTY CODE: 
CSMS ID:              
CUSTODIAL PARENT:     
NONCUSTODIAL PARENT:    

TO:    JCA WORKER:    
  
 
  

 

ATTENTION 
YOUR CHILD SUPPORT CASE WILL BE CLOSED IN 60 DAYS 

 
 

Our records indicate that you are in receipt of child support enforcement services from us with regard to 
the above-referenced case.  For the reason(s) indicated below, we are notifying you of our intention to 
close your child support case. By closing your child support case we will no longer provide you with any 
child support services. If you receive a public assistance grant, this does not affect your public 
assistance grant. Your child support case will be closed for the following reason(s): 
 
 
 
If you agree with our decision to close your case you do not need to do anything; however, if you have 
a child support order payable to our Support Collection Unit (SCU) refer to the information below.  If you 
do not agree with our decision to close your case for the reason(s) stated above you may discuss the 
decision with us by contacting us at the phone number provided below. The decision will be explained 
to you and you will have an opportunity to show why you think your case should remain open. 
 

 
IF YOU HAVE A CHILD SUPPORT ORDER PLEASE READ THE FOLLOWING 

 
If you have a support order payable through the SCU we will take administrative action within 90 days 
of the date of this notice to change the payee of the order to make it payable directly to you from the 
noncustodial parent. No court action may be necessary.  However, if you disagreed with our reason(s) 
to close your case but our decision to close your case (after our review) is final, we will petition the 
court to enter an order directing that: 
 

• All future support payments are payable directly to you; and  
• That a money judgment be granted for any arrearages due you and/or the State and local 

social services district, as of the date of the hearing. 
You may contact the NYS Child Support Helpline toll free at 888-208-4485, TTY 866-875-9975, Video 
Relay Services (http://www.fcc/cgb/dro/trs_providers.htlm), Monday through Friday from 8:00 AM to 
7:00 PM.  
 
 

 Sincerely,  
 Child Support Enforcement Unit       

http://www.fcc/cgb/dro/trs_providers.htlm�


ATTACHMENT 4       
 

STATE OF NEW YORK                                       XXXXXXXXXX    COUNTY                                      RUN DATE: 10/03/2005 
                                   C H I L D   S U P P O R T   M A N A G E M E N T    S Y S T E M                 IV1371-C PAGE:   2 
AUTO CASE CLOSE  A31ADC 20051003                   AUTOMATED CASE CLOSURE REPORT 
                                                     CASES ELIGIBLE FOR CLOSING  
                                                          WORKER CODE ADC    
CASE/ACCOUNT CLIENT/RESPONDENT                     SSN         AMOUNT DUE                          CLOSURE ELIGIBILITY REASON(S) 
 
AX#####F1    AF#####2 JONES, MR.                   105-##-####       0.00                          03A CHILD TOO OLD TO ESTABLISH    
AX#####F1    AX#####  SMITH, BILLY L               000-00-0000                                         PATERNITY 
 
BC#####W1    BC#####1 SMATH, PATRICIA              137-##-####       0.00                          03A CHILD TOO OLD TO ESTABLISH    
BC#####W1    BC#####  JONES, JOHN                  150-##-####                                         PATERNITY 
 
BG#####R1    BG#####1 SMETH, MR                    125-##-####       0.00                          03A CHILD TOO OLD TO ESTABLISH    
BG#####R1    BG#####  JUNES, APRIL        068-##-####                                         PATERNITY 
 
BK#####S1    BH#####1 SMICH, MICHELLE L            114-##-####       0.00                          03A CHILD TOO OLD TO ESTABLISH    
BK#####S1    BK#####  JANES, CURLEY                278-##-####                                         PATERNITY 
 
BA#####P1    AF#####2 FONES, RITA A                052-##-####       0.00                          04  NON-CUSTODIAL PARENT LOCATION 
BA#####P1    BA#####  TIMY, CARLTON                000-00-0000                                         IS UNKNOWN    
 
BC#####R1    BC#####1 FONES, SHARON D              251-##-####       0.00                          04  NON-CUSTODIAL PARENT LOCATION 
BC#####R1    BC#####  SIGN,  RONNIE                000-00-0000                                         IS UNKNOWN    
 
BC#####M1    BC#####1 JENES, LOAN T                134-##-####       0.00                          04  NON-CUSTODIAL PARENT LOCATION 
BC#####M1    BC#####  MITH, HOANG                  000-00-0000                                         IS UNKNOWN    
 
BC#####M1    AC#####5 JONES, MAY                   070-##-####       0.00                          04  NON-CUSTODIAL PARENT LOCATION 
BC#####M1    BC#####  MITTS, RYAN                  000-00-0000                                         IS UNKNOWN    
 
BD#####P1    BD#####1 JINES, JUNE                  056-##-####       0.00                          04  NON-CUSTODIAL PARENT LOCATION 
BD#####P1    BD#####  DOE, JOHN                    000-00-0000                                         IS UNKNOWN    
 
BG#####J1    AW#####4 JONSAS, JULY                 051-##-####       0.00                          04  NON-CUSTODIAL PARENT LOCATION 
BG#####J1    BG#####  JEANS, STEPHAN               000-00-0000                                         IS UNKNOWN    
 
BG#####A1    BG#####1 JONEY, AUGUST                064-##-####       0.00                          04  NON-CUSTODIAL PARENT LOCATION 
BG#####A1    BG#####  JONEY, STEVE                 000-00-0000                                         IS UNKNOWN    
 
BH#####W1    BH#####1 CAT, SEPT                    000-00-0000       0.00                          04  NON-CUSTODIAL PARENT LOCATION 
BH#####W1    BH#####  SMOOTH, MICHAEL              000-00-0000                                         IS UNKNOWN    
 
BH#####S1    BA#####1 JOHES, NOV                   090-##-####       0.00                          04  NON-CUSTODIAL PARENT LOCATION 
BH#####S1    BH#####  SMICH, JOSEPH                000-00-0000                                         IS UNKNOWN    
 
BG#####B1    BB#####1 JYNES, APRIL A               127-##-####       0.00                          08  NON-IVA CLIENT REQUESTED CASE 
BG#####B1    BG#####  SMETH, DAVID C               069-##-####                                         CLOSURE & NO MEDSUPT/ARREARS  
 
BJ#####Q1    BJ#####1 SMATH, DECEMBER              073-##-####       0.00                          11  NON-IVA CASE; CLIENT ACTION   
BJ#####Q1    BJ#####  JONUS, SARAFINA              119-##-####                                         NEEDED; CLIENT UNCOOPERATIVE  
 
COUNT/CRITERIA           0/01      0/02      4/03A     0/03B     0/03C     0/03D    09/04      0/05A     0/05B   
FOR THE WORKER           0/05C     0/06      0/07      1/08      0/09      0/10      1/11      0/12  
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ATTACHMENT 4  
 

STATE OF NEW YORK                                       XXXXXXXXX    COUNTY                                      RUN DATE: 10/03/2005 
                                   C H I L D   S U P P O R T   M A N A G E M E N T    S Y S T E M                 IV1371-C PAGE:  27 
AUTO CASE CLOSE  E31    20051003                   AUTOMATED CASE CLOSURE REPORT 
                                                              SUMMARY    
                                   WORKER    CASE CLOSURE   CASES NO LONGER    CASES   CASES NEEDING 
                                             LETTERS SENT      ELIGIBLE       CLOSED   FURTHER REVIEW    
                                        A            4              0               0           0    
                                        B            3              0               0           0    
                                        C            5              0               0           0    
                                        D            3              0               0           0    
                                        E            2              0               0           0    
                                        F            2              0               0           0    
                                        G            7              0               0           0    
                                        H            3              0               0           0    
                                       TW            1              0               0           0    
                                      ADC           26              0               0           0    
                                      CSS           19              0               0           0    
                                      INT            5              0               0           0    
                                      OOS            1              0               0           0    
                                      PCA            1              0               0           0    
                                      PCB            1              0               0           0    
                                      PCC            8              0               0           0    
                                      PCD            2              0               0           0    
                                      PCE            3              0               0           0    
                                      PCF            6              0               0           0    
                                      PCG            2              0               0           0    
                                      PCH            3              0               0           0    
                                      PCM           19              0               0           0    
                                      PMC            1              0               0           0    
                                   TOTALS          127              0               0           0    
 
COUNT/CRITERIA          28/01      0/02     29/03A     3/03B     0/03C     0/03D    65/04      0/05A     0/05B   
FOR THE COUNTY           0/05C     0/06      0/07      1/08      0/09      0/10      1/11      0/12  
 
STATE OF NEW YORK                                            STATEWIDE                                          RUN DATE: 10/03/2005 
                                   C H I L D   S U P P O R T   M A N A G E M E N T    S Y S T E M                 IV1371-C PAGE:  28 
AUTO CASE CLOSE  E00    20051003                   AUTOMATED CASE CLOSURE REPORT 
                                                              SUMMARY    
                                   COUNTY    CASE CLOSURE   CASES NO LONGER    CASES   CASES NEEDING 
                                             LETTERS SENT      ELIGIBLE       CLOSED   FURTHER REVIEW    
                                 XXXXXXXX          127              0               0           0    
                                   TOTALS          127              0               0           0    
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ATTACHMENT 5 
TEXT FOR CASE CLOSURE NOTICES 

 

Case Closure 
Reason Code 

 
Text to Be Inserted in Notice 

1 The noncustodial parent’s current child support obligation ended and past-due support owed 
to you or to the State and County is less than $500. 
 

2 The noncustodial parent or alleged father is deceased and no support action is possible. 

3.A. Action to establish paternity cannot be taken under State law due to the age of the child. 

3.B. Paternity cannot be established because the alleged father was excluded as the father by 
genetic test or by the court. 
 

3.C. It is not in the best interest of the child to establish paternity. 
 

3.D. Paternity cannot be established because the identity of the child’s father is not known. 
 

4.A. Action to establish paternity or secure support cannot be taken because the location of the 
noncustodial parent or alleged father is unknown. 
 

4.B. Action to establish paternity or secure support cannot be taken because the location of the 
noncustodial parent or alleged father is unknown. 
 

5.A. The noncustodial parent will not be able to pay child support before the child reaches age 21.  
The noncustodial parent cannot pay support because he or she has no income or property and 
will be in a psychiatric facility for life. 
 

5.B. The noncustodial parent will not be able to pay child support before the child reaches age 21.  
The noncustodial parent cannot pay support because he or she has no income or property and 
will be in prison for life with no chance of parole. 
 

5.C. The noncustodial parent will not be able to pay child support before the child reaches age 21.  
The noncustodial parent cannot pay support because he or she has no income or property and 
is totally disabled for life. 
 

6 The noncustodial parent is not a U.S. citizen and lives in a foreign country that does not 
accept petitions for support from New York State.  The noncustodial parent also has no 
income or property in the U.S. and does not work for the Federal government or a company 
with offices in the U.S. 
 

7 [No notice is sent.] 
 

8 You have requested that your child support case be closed. 
 

9 [No notice is sent.] 
 

10 We have been unable to contact you by mail or phone. 
 

11 You have not cooperated in obtaining child support and no support action is possible without 
your cooperation. 
 

12 You (the referring state (district)) did not take an action essential for us to provide child 
support enforcement services.  Please contact the recipient of services in your state (district) 
with regard to this notice and, if available, supply us with the necessary information so that 
we may proceed. 
 

 



ATTACHMENT 6  
 

NYS CHILD SUPPORT PROCESSING CENTER DATE:       
PO BOX 15365 
ALBANY NY 12212-5365 
 

            CASE CLOSURE NOTICE 
 

 
COUNTY CODE: 
CSMS ID:              
CUSTODIAL PARENT:     
NONCUSTODIAL PARENT:    

 JCA WORKER:    
TO:    
  
  
  

 

ATTENTION 
THE ABOVE CHILD SUPPORT CASE WILL BE CLOSED IN 60 DAYS 

 
 

Our records indicate that you, as the referring state (district), requested child support enforcement 
services from us on behalf of the above-referenced case.  For the reason(s) indicated below, we are 
notifying you of our intention to close this child support case in New York State. 
 
 
 
 
If you agree with our decision to close this child support case no further action is required on your part; 
however, if the noncustodial parent is obligated by court order to pay support to our Support Collection 
Unit (SCU), refer to the information below.  This also applies to orders registered in New York State for 
enforcement.  You may contact us at the phone number listed below.  You will have the opportunity to 
provide us with the necessary information so that we may proceed in providing child support services in 
this case. 
 

 
NOTE:  IF THERE IS A CHILD SUPPORT ORDER, PLEASE READ THE FOLLOWING 

  
   

If the child support order is payable to our SCU, we will take administrative action within 90 days of the 
date of this notice make your State Disbursement Unit the payee of the order.  No court action may be 
necessary.  However, if you disagreed with our reason(s) to close this case but our decision to close 
this case (after our review) is final, we will petition the court to enter an order directing that: 
 

• All future support payments are payable directly to your State Disbursement Unit; and  
• That a money judgment be granted for any arrearages due, as of the date of the hearing. 

You may contact the NYS Child Support Helpline toll free at 888-208-4485, TTY 866-875-9975, Video 
Relay Services (http://www.fcc/cgb/dro/trs_providers.htlm), Monday through Friday from 8:00 AM to 
7:00 PM.  

 
  
 Sincerely,  
 
 Child Support Enforcement Unit 
  

http://www.fcc/cgb/dro/trs_providers.htlm�


ATTACHMENT 7 
 

Customer Service Helpline 
Case Closure Frequently Asked Questions  

 
 
1.   Question:   My child(ren) has grown up and I have not received child support or heard from  
                        your agency in some time. Why did you send me this notice? 
 

  Answer:  The child support automated case closure process has identified that your case may no longer 
be eligible for child support services.  We are notifying you in writing before we close your case 
to ensure that you are aware this is being done. 

 
2.   Question:   I don’t have any information on the location of the noncustodial parent.  If I close 
                        my case now, can it be reopened at a later time if I have more information?   
 

 Answer:    Yes, you can fill out an application for child support services at anytime until your 
                  youngest child is 21 years of age. 

 
3.   Question:   If I have never had a court order of support because you have not been able to 
                          find the father, if he is located now, can I get money he should have been paying 
                          since the child was born?  
 
       Answer:    Yes. Support orders are retroactive to the date of petition but can be set earlier 

               including to the birth of the child at the discretion of the court in paternity 
               proceedings.  

 
4.  Question:   The noncustodial parent still owes me money according to your records.  Even  
                         though my children are grown up, can you try to collect this money for me? 

 
       Answer:    Yes, as long as the case remains open. 
 
5.  Question:    I was advised that you want to close my case because there has been no contact. Can I give 

you my new address over the telephone and keep my case open?  
 
      Answer:     Yes, and your case can remain open.  I would be glad to take that information from you.  I will update 

your address and your case will remain open. 
 

(*)Action:    CSR must obtain from the caller their most current mailing and residential address and 
telephone number and update CSMS accordingly.  Upon confirming the information with the 
caller, update the case closure indicator on CSMS to a “U.”  

 
6. Question:    I was advised that you want to close my case because I was not cooperative and    
                        an action by me is essential for the next step in providing services. I want to keep 
                        my case open.  What do I need to do? 
 
      Answer:    In order to keep your case open, please confirm your mailing and residential 

                 addresses and your telephone number. Your call will be referred to my supervisor           
                 for case review and you should expect a call back to review the requirements of  
                 your case.   
 

    (*)Action:    CSR must obtain from the caller their current mailing and residential address and 
                  telephone number and update CSMS accordingly. 
 

Subcategory:   Case Closure 
 

   (*)Referral: Local District 
 



7.  Question:   I was advised that you want to close my case because the noncustodial parent (or putative 
father’s) location is unknown. I have a new address to provide. What should I do? 

  
Answer:   I can take that information over the phone and update our records. 

 
8. Question:   I was advised that you wish to close my case because you cannot locate the non-  
                       custodial parent.  My children are still very young and I hope that you will be able to 
                       find the parent sometime in the future, even though I don’t have a new address.  
                       Can you keep my case open? 
 

Answer:   We have exhausted all possible leads to locate the noncustodial parent using all State and federal agencies 
available to assist us.  All efforts have been unsuccessful.  If you should have new information at any time 
you may make a new application for child support services and, if you are still eligible for our services, your 
case will be reopened.  As part of our services, we can provide you with location only service which means 
that we can check out any new information you may give us. 

 
9. Question:   "The children don't live with me anymore."  (It might be a relative who had the 
                       children temporarily, the children might have moved with the respondent, etc.). 
  
      Answer:   If you wish to discontinue receiving our services, no further action on your part is necessary.  

We will close your case automatically in 60 days.  If you are still owed past-due child support, 
we will keep your case open so that we can collect what is owed.  You should inform the court 
that the children no longer reside with you.  You can do this by filing a modification petition with 
the court that issued the support order.  You can contact the court, a private attorney, or a legal 
services organization as to how to proceed. 

 
(*)  These actions relate to the Customer Service Helpline only. 
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