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	Effective Date: 06/02/2020

	
	
	Revision Level:
L.R.D.:



PURPOSE:

To provide instruction for processing Exparte Income Withholding Orders, Exparte Income Withholding Orders are issued when one of the parties come in to file wanting an IWO to be issued to the employer.  The reason for the Exparte Income Withholding Order is that the original Order or Decree does not state that the Child Support or Spousal Maintenance is to be paid by IWO. The Order usually states that the NCP is to pay directly to the CP or it could state to be paid through Clearinghouse only.


OBJECTIVE:

· To provide the necessary direction to ensure that an IWO is completed and mailed out the employer.
· 

EVENT DRIVER:


PROCEDURES: 
I. Exparte Orders:
1. A Petition for Exparte IWO Order is received interoffice mail and is not signed by a Judge/Commissioner.   An IWO is created from the copy received. (See sample of Page 2) Two IWO’s are mailed to the Employer. Employer will give Employee one copy. Process of Exparte IWO Orders is treated like a Sealed Case. We receive N4D and 4D Exparte IWO Order’s.



2. Atlas case may need to be loaded, depending on the Case scenario.  Load the case as when loading a new Atlas case. When loading Suod and Debts use the begin date from the original Order ordering C/S or Spousal Maintenance and use the month we are in for the effective date.  The reason that we use the effective date the month we are in is that we do not know for sure what payments have been made to the payee. 






		Sample of Petition for Exparte Income Withholding Order
[image: ][image: ]


3. Caal note to use on N4D: 	When sending IWO to employer use E9644, when sending IWO to NCP use E9663.
[image: ]


On 4D we enter 2 Caal notes.  See below: Use A0253 to show what order we used. 


[image: ]

Use E9644 when sending IWO to employer and E9663 when sending IWO to NCP.
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Completing the OnBase Form:
A. Double check that all the information in the OnBase form has been added correctly.
B. Names
C. SSN
D. Employer information
E. Termination dates
F. Order dates
G. Atlas number added

Once all the information has been confirmed on the IWO, click on Preview PDF on the bottom of the OnBase Form. Edit title of IWO to say (Exparte IWO) like the sample below by typing it in while in Preview PDF:


[image: ]



Print 1 copy. X out of the document to close the IWO and click on Close on the Onbase form, send IWO to Supervisor Queue. (in the note enter “please delete, exparte”) Exparte Order’s are processed like Sealed cases. 

H. File stamp the IWO and sign page 2 of the IWO. See below:

[image: ]


I. Make 2 copies of the IWO. 
J. Exparte IWO will be mailed to the employer. (if no employer is given send both copies to the NCP)
K. Go to FSS Staff Folder, then Forms and print the forms below.
L. [image: ]
M. Print a copy of the Petition of Exparte filed by the party in ICIS.


Getting ready to mail out the Exparte:

N. The 1st set of mailing will have the Cover Sheet for Employer and copy of IWO.
2nd set of mailing will have the Cover Sheet for Employee, Notice to Employee (English and Spanish required), copy of Exparte Petition from ICIS and copy of IWO.

Address envelope to the Employer.











POLICIES / RELATED DOCUMENTS:



OTHER PARTIES INVOLVED:


TIME / VOLUME:

· Varied

FREQUENCY:

· 

PERFORMANCE MEASURE:

· N/A

SYSTEM ACCESS REQUIRED:


REPORTS / FORMS:

· N/A


DEFINITIONS:


APPLICABILITY:
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MICHAEL K. JEANES, Clerk
INCOME WITHHOLDING FOR SUPPORT w&ﬁ%%_

M ORIGINAL INCOME WITHHOLDING ORDER/NOTICE FOR SUPPORT (IWO)

O AMENDED IWO EX PARTE IWO

0 ONE-TIME ORDER/NOTICE FOR LUMP SUM PAYMENT

0O TERMINATION of IWO Date: 8/2/2016

1 Child Support Enforcement (CSE) Agency B Court [ Attorney O Private Individual/Entity (Check One)

NOTE: This IWO must be regular on its face. Under certain circumstances you must reject this IWO and return it to the
sender (see IWOQ instructions http://www.acf.hhs.gov/programs/cse/forms/OMB-0970-0154_instructions. pdf). If you
receive this document from someone other than a State or Tribal CSE agency or a Court, a copy of the underlying order
must be attached.

State/Tribe/Territory Arizona Remittance Identifier (include w/ipayment) _001439050000/N
City/County/Dist./Tribe Maricopa Order Identifier FN2016002001

Private Individual/Entity CSE Agency Case Identifier 001438050000/N

I
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For electronic payment requirements and centralized payment collection and disbursement facility information (State
Disbursement Unit [SDU]), see hllp:l/www.acf.hhsAgovlprogramslcselnewhire/employer/contacts/conlact_map.h(m.

Include the Remittance Identifier with the payment and if necessary this FIPS code: _ 13

Remit payment to __ Support Payment Clearinghouse (SDU/Tribal Order Payeg)
at __PO Box 52107, Phoenix, AZ 85072-2107 (SDU/Tribal Payee Address)

O Return to Sender [Completed by Employer/income Withholder]. Payment must be directed to an SDU in

accordance with 42 USC §666(b)(5) and (b)(6) or Tribal Payee (see Payments to SDU below). If payment is not directed

to an SDU/Tribal Payee or this IWO is not regular on its face, you must check this box and return the IWO to the sender.
4

;
Signature of Judge/lssuing Official (if required by State or Tribal law): 3 M@
Print Name of Judge/lssuing Official: Hgg,«lr{/m Woridlo
Title of Judge/lssuing Official: _Deputy Clerk of Court
Date of Signature: _8/2/2016
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