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Title 13—DEPARTMENT OF
SOCIAL SERVICES

Division 30—Child Support
Enforcement

Chapter 2—Performance Measures 

13 CSR 30-2.010 Prosecuting Attorneys’
Performance Standards

PURPOSE: This rule establishes additional
standards by which the performance of the
office of each county prosecuting attorney
will be evaluated in determining whether
sanctions affecting cooperative agreements
between the county and the Missouri Family
Support Division shall be imposed.

(1) Definitions. As used in this regulation—
(A) Prosecuting attorney means the person

elected as the prosecuting attorney for any
county or the City of St. Louis, or any assis-
tant prosecuting attorney duly appointed by a
prosecuting attorney, or any person employed
by the prosecuting attorney, or any person
acting on behalf of the prosecuting attorney
with actual or apparent authority; 

(B) Division means the Family Support
Division;

(C) Director means the person serving as
director of the Missouri Family Support Divi-
sion;

(D) State agency means the Missouri
Department of Social Services; 

(E) Case means a matter in which the state
agency or the division has initiated or will
initiate an action to collect funds arising from
a child support matter, including the case
record maintained under 45 CFR 302.33 and
45 CFR 303.2; 

(F) Referral means a case sent to a prose-
cuting attorney by the division;

(G) Successful completion of an action
means that a referral has been determined by
the division or the prosecuting attorney to
require no further action by the prosecuting
attorney. In cases where judicial proceedings
are determined necessary by the prosecuting
attorney, a case is completed successfully if
the necessary documentation has been sub-
mitted to the clerk for filing and service of
process has been completed or an unsuccess-
ful attempt to serve process has been docu-
mented by the prosecuting attorney, and the
prosecuting attorney is proceeding with due
diligence. If the initial attempt at service of
process is unsuccessful, then the prosecuting
attorney shall proceed with diligent efforts to
serve process as defined in subsection
(1)(M); 

(H) Adequate documentation means writ-
ten or electronically stored records, the accu-
racy and authenticity of which specifically

are adopted by the prosecuting attorney and
from which a reasonable person, by normal
and reasonable review, can determine what
actions were taken by the prosecuting attor-
ney and the outcome of those actions. Ade-
quate documentation and adequate records
shall have the same meaning. Documentation
includes all case file records and all other
records pertaining to referrals. For purposes
of service of process, adequate documenta-
tion shall be a copy of the return of service
from the process server or documentation in
the case file of the contents of the return of
service. No documentation shall be deemed
adequate if it fails to meet the requirements of
45 CFR 303.2;

(I) Requested action means any act by the
prosecuting attorney requested to be per-
formed by the division including, but not lim-
ited to, the initiating of correspondence on a
case, the researching of legal issues and/or
investigation, the filing or preparation of
legal documents or other correspondence or
the obtaining and forwarding to the division
or the state agency data and information relat-
ed to a referral(s). A requested action shall
include all requirements of the cooperative
agreement and any training or cooperation
with federal or state agency auditors as may
be asked of the prosecuting attorney by the
division;

(J) A Level A county means a county in
which the prosecuting attorney has sole
responsibility for the entire operation of the
IV-D program in that county and also per-
forms specific legal functions on referrals
sent to him/her by the division; 

(K) A Level B county means a county in
which the prosecuting attorney has sole
responsibility for a specific portion of the IV-
D program in that county and also performs
specific legal functions on referrals sent to
him/her by the division; 

(L) A Level C county means a county in
which the division has sole responsibility for
the entire operation of the IV-D program in
that county and the prosecuting attorney per-
forms specific legal functions on referrals
sent to him/her by the division; and 

(M) Diligent efforts to serve process means
efforts which, in the sound discretion of the
prosecuting attorney, are designed reason-
ably, under the particular circumstances of
the case, to ensure accomplishment of per-
sonal service, taking into account the poten-
tial cost of the service and the risk of person-
al safety of the person attempting service.
The prosecuting attorney shall provide ade-
quate documentation to explain the failure of
service. In cases where previous attempts to
serve process failed and adequate identifying
and other information exists, the prosecuting

attorney, within ninety (90) days of the last
attempt at service, shall reattempt service of
process in the event that there is a likelihood
of successful service of process. 

(2) Performance Requirements Standards for
All Counties on Cases Referred by the Divi-
sion.

(A) The county shall complete all neces-
sary actions and achieve successful comple-
tion of all requested actions as defined by
subsections (1)(G), (1)(I), and (1)(M) of this
rule within sixty (60) calendar days after the
county accepts any referral from the division.
A failure to comply with the terms contained
in subsections (1)(G), (1)(I), or (1)(M) shall
be deemed a failure to comply with this sub-
section (2)(A) only.

(B) In all cases needing support order
establishment, regardless of whether paterni-
ty has been established, the county shall com-
plete action to establish support orders from
the date of service of process to the time of
disposition within one (1) year. The term
“disposition,” as used herein, shall include
an order of support or genetic exclusion of all
alleged fathers referred.

(C) The time frames contained in subsec-
tion (2)(A) of this rule shall be tolled for
those time periods during which the prose-
cuting attorney has requested information
from the division that is essential to the suc-
cessful completion of the requested action; or
time periods in which the custodian does not
cooperate with the prosecuting attorney and
the custodian’s cooperation is essential to the
successful completion of the requested
action, provided the prosecuting attorney has
documented the date the noncooperation
occurred and the reason for determination of
noncooperation in the Missouri Automated
Child Support System (MACSS). Tolling due
to noncooperation shall terminate only upon
the custodian’s affirmative action that is
essential to the successful completion of the
requested action. The prosecuting attorney
(PA) shall document the date the affirmative
action occurred and the reason for determi-
nation of cooperation in MACSS.

(D) If a support order needs to be estab-
lished in a case and an order is established in
accordance with Missouri Supreme Court
Rule 88.01 during the audit period, the coun-
ty will be considered to have taken appropri-
ate action in that case for audit purposes
regardless of whether the requirements of
subsection (A) of this section have been met.

(E) If the requested action is an enforce-
ment action and an action is taken, in addi-
tion to a federal and state income tax refund
offset, which results in a collection during the
audit period, the county will be considered to
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have taken appropriate action in the case for
audit purposes regardless of whether the
requirements of subsection (A) of this section
have been met.

(F) In all petitions filed with the court for
the establishment of child support orders, the
prosecuting attorney shall request an order
for medical support.

(G) If a prosecuting attorney determines
that no appropriate legal remedy is available
on a case, that case shall be dropped from the
audit sample of a compliance review con-
ducted based on the requirements of 13 CSR
30-2.010(2).

(H) The prosecuting attorney shall notify
the division of the conclusion of all requested
actions by documenting the conclusion in the
Missouri Automated Child Support System
and sending to the division any supporting
documentation that provides information
regarding the disposition of the referral with-
in twenty (20) calendar days of the supporting
documentation being received by the PA.

(3) Performance Standards for Level A Coun-
ties for Cases in Their Own Caseload. The
prosecuting attorney shall—

(A) Make applications for child support
enforcement services readily accessible to the
public; 

(B) Maintain records of all persons apply-
ing for IV-D services. The records shall
include documentation that applications are
being provided to the applicants in confor-
mance with 45 CFR 303.2(a)(2); 

(C) Date stamp all applications on the date
of receipt; and 

(D) Open the case, within twenty (20) cal-
endar days of receipt of a referral of a case or
filing of an application for services, by estab-
lishing a case record and by fully complying
with all the requirements of 45 CFR
303.2(b). 

(4) Performance Standards for Level A and
Level B Counties for Cases in Their Own
Caseloads. 

(A) Definition. Location means informa-
tion concerning the physical whereabouts of
the absent parent, or the absent parent’s
employer(s), other sources of income or
assets, as appropriate, which is sufficient and
necessary to take the next appropriate action
on a case. 

(B) For all cases referred to the IV-D agen-
cy or applying for services, the prosecuting
attorney shall attempt to locate all absent par-
ents or sources of income and/or assets when
location is necessary to take necessary
action. The location attempts shall be in full
compliance with 45 CFR 303.3(b)(1)—(3). 

(C) In all cases where previous attempts to
locate absent parents or sources of income
and/or assets have failed, but adequate iden-
tifying or other information exists to meet
requirements for submittal for location, the
prosecuting attorney shall comply fully with
all requirements of 45 CFR 303.3(b)(5) and
(6). 

(D) The prosecuting attorney shall refer all
appropriate cases to the IV-D agency of any
other state in full compliance with the
requirements of 45 CFR 303.7. 

(E) The prosecuting attorney, within nine-
ty (90) calendar days of locating the alleged
father or noncustodial parent, regardless of
whether paternity has been established, shall
establish an order for support, or complete
service of process necessary to begin pro-
ceedings to establish an order for support, or
complete service of process necessary to
begin proceedings to establish a court order,
and if necessary, paternity, or document
unsuccessful attempts to serve process in
accordance with subsection (1)(M) of this
rule. In all cases needing support order estab-
lishment, regardless of whether paternity has
been established—

1. The prosecuting attorney shall com-
plete action to establish support orders from
the date of service of process to the time of
disposition within the following time frames:

A. Seventy-five percent (75%) in six
(6) months; and

B. Ninety percent (90%) in twelve
(12) months;

2. In cases where the prosecuting attor-
ney uses long-arm jurisdiction and disposi-
tion occurs within twelve (12) months of ser-
vice of process on the alleged father or
noncustodial parent, the case may be counted
as a success within the six (6)-month tier of
the time frame regardless of when disposition
occurs in the twelve (12)-month period fol-
lowing service of process;

3. In all cases in which the court or
administrative authority dismisses a petition
for a support order without prejudice, the
prosecuting attorney, at the time of the dis-
missal, shall examine the reasons for dis-
missal and determine when it would be
appropriate to seek an order in the future;
and 

4. In all cases in which the prosecuting
attorney is seeking to establish a support obli-
gation, the prosecuting attorney shall apply
the child support guidelines as set forth in
Supreme Court Rule 88.01. The prosecuting
attorney shall notify the division of any devi-
ation from the guidelines.

(F) For all cases referred to the prosecut-
ing attorney by the IV-A agency or applying

for services in which paternity has not been
established, the prosecuting attorney shall—

1. File for paternity establishment, or
complete service of process to establish
paternity or document unsuccessful attempts
to serve process in accordance with subsec-
tion (1)(M) of this rule, within no more than
ninety (90) calendar days of locating the
alleged father; 

2. Establish paternity or exclude the
alleged father as a result of genetic tests
and/or legal process within the time frames
set out in paragraphs (4)(E)1. and 2. of this
rule; and 

3. Meet the requirements set forth in
paragraphs (4)(F)1. and 2. of this rule for all
alleged fathers, in any case where an alleged
father is excluded but more than one (1)
alleged father has been identified.

(G) For all cases referred to the prosecut-
ing attorney by the IV-A agency or applying
for services in which the obligation to sup-
port and the amount of the obligation has
been established, the prosecuting attorney
shall maintain and use an effective system
to—

1. Monitor compliance with the support
obligation; 

2. Identify on the date the parent failed
to make payments in an amount equal to the
support payable for one (1) month; 

3. Enforce the obligation in full compli-
ance with the requirements of 45 CFR
303.6(c)(1)—(3); and 

4. Examine, in cases in which enforce-
ment attempts have been unsuccessful, at the
time an attempt to enforce fails, the reason
the enforcement attempt failed and determine
when it would be appropriate to take an
enforcement action in the future and take an
enforcement action according to the require-
ments of this paragraph at that time. 

(H) The prosecuting attorney shall comply
with the system developed by the division for
case assessment and prioritization. 

(I) The prosecuting attorney shall comply
with the system developed by the division for
case closure.

(J) The prosecuting attorney shall comply
with the provisions of 13 CSR 30-5.020. 

(K) Notwithstanding the time frames con-
tained in—

1. Subsection (4)(E) of this rule, if a
support order needs to be established in a
case and an order is established in accordance
with Missouri Supreme Court Rule 88.01
during the audit period, the prosecuting attor-
ney will be considered to have taken appro-
priate action in that case for audit purposes;
and

2. Paragraph (4)(G)3. of this rule, if the
requested action is an enforcement action and
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an action is taken, in addition to federal and
state income tax  refund offset, which results
in a collection received during the audit peri-
od, the prosecuting attorney will be consid-
ered to have taken appropriate action in the
case for audit purposes.

(5) Performance Requirements.
(A) The following are mandatory require-

ments by which prosecuting attorneys’
actions on referred cases shall be evaluated:

1. The county shall provide services on
referred cases according to federal and state
statutes and regulations and cooperative
agreement requirements, including those
related to financial reimbursement for ser-
vices provided on referred cases. Failure to
do so shall be deemed failure to comply with
this rule and this provision. Waivers of this
provision may be granted by the division
director but are not effective unless granted
in writing and are not effective retroactively
unless specifically set forth by the director as
being permissibly applied retroactively for a
specified time period;

2. The county shall cooperate with com-
pliance reviews conducted by the division
pursuant to the requirements of 13 CSR 30-
2.010(2), which will occur no more frequent-
ly than semi-annually. Upon completion of
the compliance review, the division shall sub-
mit a draft compliance review results summa-
ry to the county. The county shall have the
right to submit written rebuttals of this review
to the manager of the division compliance
review section within thirty (30) days of
receiving the review results. The division
shall then have sixty (60) days in which to
submit, in writing, its decision on each and
every case rebutted to the county. The coun-
ty shall then have fifteen (15) days to submit,
in writing, the division’s rebuttal decisions
for review de novo by the division’s deputy
director of field operations. After review de
novo, the final decision of the division shall
be issued within thirty (30) days. Either party
may request in writing an extension of the
time frames contained herein;

3. The division will otherwise retain
authority to conduct special audits and take
appropriate action based on the special audit.
The division will also retain the authority to
discuss with the prosecuting attorney the
actions taken in all cases that have been
referred to the county and take other action as
set forth in the cooperative agreement
between the state and the prosecuting attor-
ney; and

4. The county shall achieve substantial
compliance with the performance require-
ments set forth in this regulation concerning
actions taken on referred cases and meeting

time requirements in so doing. Substantial
compliance means that the county has
achieved the same case quality standards for
those activities for which it is responsible, as
are required by the division of its child sup-
port offices set forth by federal statutes, fed-
eral regulations, and federal IV-D policy.

(6) Sanctions by the Division. 
(A) Upon determining that a prosecuting

attorney has not complied with the require-
ments of this rule or is not complying with
the requirements of this rule, the division
may send notice that it has determined one
(1) of the following conditions to exist: 

1. That the prosecuting attorney is in
significant noncompliance with this rule and
that a written corrective action plan address-
ing all aspects of noncompliance as described
in the division’s notice must be submitted to
the division within thirty (30) calendar days
after the division sends the notice of signifi-
cant noncompliance. The division shall
approve or disapprove each corrective action
plan within twenty (20) calendar days after it
is sent to the division by the prosecuting
attorney. Failure by the division to send time-
ly notice of approval or disapproval shall con-
stitute approval. The prosecuting attorney
shall have twenty (20) calendar days from the
date the division sends a disapproval to resub-
mit a new corrective action plan. Failure to
submit a new plan timely may be determined
by the division to constitute substantial non-
compliance; 

2. To be approved by the division, a cor-
rective action plan, at a minimum, must con-
tain the following: 1) an overall completion
date of no more than twelve (12) calendar
months from the date of division approval, 2)
a statement of planned correction addressing
each item of noncompliance as set forth in the
division’s notice of significant noncompli-
ance, 3) an individual completion date for
each item of noncompliance contained in the
division’s notice of significant noncompli-
ance, 4) a statement that during the plan of
correction, no part of the prosecuting attor-
ney’s performance will become out of com-
pliance during the plan of correction period,
and 5) a statement that the prosecuting attor-
ney will attend such training as deemed nec-
essary by the division. The division’s notice
of significant noncompliance shall contain the
following: 1) a listing of specific items of this
rule with which the division alleges the pros-
ecuting attorney is not in compliance, 2) an
explanation of the method used by the divi-
sion to determine noncompliance, 3) a state-
ment that the division’s determination is final
and that a corrective action plan will be

required, and 4) the date the corrective action
plan is due; or 

3. That the prosecuting attorney is in
substantial noncompliance with this rule and
that the cooperative agreement with the coun-
ty of the prosecuting attorney will be can-
celled. A notice of substantial noncompliance
shall set forth, in addition to the information
required for a notice of significant noncom-
pliance, a description of the findings, facts
and circumstances giving rise to the notice of
substantial noncompliance and shall specify a
date certain upon which the cooperative
agreement will no longer be of any force and
effect. The division may issue a notice of
substantial noncompliance to a prosecuting
attorney only when—1) there is no corrective
action plan in effect for the office of the pros-
ecuting attorney to which the notice is issued,
2) a review or audit of the prosecuting attor-
ney’s child support enforcement procedures
and/or records has been conducted and issued
as a final report, and 3) a notice of significant
noncompliance has been previously issued to
the prosecuting attorney and has not been
successfully completed or a notice of signifi-
cant noncompliance has been issued and no
corrective action plan has been approved by
the division within ninety (90) calendar days
from the date of the division’s notice of sig-
nificant noncompliance.

(B) By issuing or failing to issue any notice
of noncompliance, the division does not alter,
waive or otherwise substitute this rule for any
of the division’s rights or benefits agreed to
in the cooperative agreement by the county of
the prosecuting attorney. 

(7) Waivers for Counties. The director may
waive any requirement of this rule for any
county if all of the following conditions have
been met by that county prior to the waiver
being granted: 

(A) The prosecuting attorney has requested
a waiver in writing, whenever possible, iden-
tifying the specific cases to which the waiver
will apply; 

(B) The prosecuting attorney has assured
the director in writing that the waiver will not
permit or cause a failure to achieve success-
ful completion of a case; and 

(C) The waiver does not violate any state
or federal law or rule. 

(8) All timeliness requirements of this rule
that are calculated from the date the division
sends a document, notice, or request, except
those requirements found in paragraphs
(5)(A)1.—5., upon request of the prosecuting
attorney, shall be calculated from the date the
prosecuting attorney actually received the
notice, document, or request. This request
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shall be granted if the prosecuting attorney
has a reasonably accurate and reliable proce-
dure to verify the actual date of receipt. 

AUTHORITY: section 454.400.2(5), RSMo
2000.* Original rule filed Oct. 18, 1988,
effective Jan. 13, 1989. Amended: Filed Dec.
3, 1990, effective June 10, 1991. Amended:
Filed Oct. 2, 1991, effective Feb. 6, 1992.
Emergency amendment filed April 11, 1994,
effective April 21, 1994, expired Aug. 18,
1994. Emergency amendment filed July 27,
1994, effective Aug. 19, 1994, expired Dec.
16, 1994. Amended: Filed April 11, 1994,
effective Nov. 30, 1994. Amended: Filed
April 26, 1995, effective Oct. 30, 1995.
Amended: Filed April 12, 2001, effective Oct.
30, 2001. Amended: Filed Oct. 15, 2010,
effective April 30, 2011.

*Original authority: 454.400, RSMo 1982, amended
1985, 1986, 1990, 1993, 1995, 1997.

13 CSR 30-2.020 Financial Performance
Measures for Counties Under Contract
With the Missouri Division of Child Sup-
port Enforcement for the Provision of Total
Child Support Services in Local Jurisdic-
tions (Level A Counties)

PURPOSE: This rule establishes minimum
financial performance measures under which
Level A counties will be evaluated to deter-
mine the level of incentives each county will
receive, under certain conditions, establishes
the basis for termination of county coopera-
tive agreements for the provision of child sup-
port services.

PUBLISHER’S NOTE: The secretary of state
has determined that the publication of the
entire text of the material which is incorpo-
rated by reference as a portion of this rule
would be unduly cumbersome or expensive.
Therefore, the material which is so incorpo-
rated is on file with the agency who filed this
rule, and with the Office of Secretary of State.
Any interested person may view this material
at either agency’s headquarters or the same
will be made available at the Office of Secre-
tary of State at a cost not to exceed actual
cost of copy reproduction. The entire text of
the rule is printed here. This note refers only
to the incorporated by reference material.

(1) Definitions. As used in this regulation—
(A) Division means the Missouri Division

of Child Support Enforcement (DCSE);
(B) State agency means the Missouri

Department of Social Services; and
(C) Director means the person serving as

the director of the Missouri DCSE.

(2) Within ninety (90) calendar days follow-
ing the close of the most recent federal fiscal
year, each Level A county will be evaluated
using federal performance measures as set
forth in 45 CFR 305.98. Each county must
meet the current federal minimum for each
individual measure or the statewide average
for the same measure, whichever is less. The
federal minimum is defined for this purpose
as the ratio or percentage necessary to avoid
a point penalty under the current federal eval-
uation formula.

(3) For purposes of interpreting federal per-
formance measures, the following terms shall
mean:

(A) Aid to Families with Dependent Chil-
dren (AFDC) collections. All support money
distributed to the state under assignment and
reported to the federal government for the
federal fiscal year, including all federal
income tax refunds intercepted, Missouri and
other state income tax refunds intercepted,
lottery winnings intercepted and all collec-
tions from unemployment compensation ben-
efits;

(B) Non-AFDC collections. All support
money distributed to persons receiving child
support enforcement services under Chapter
454, RSMo and reported to the federal gov-
ernment for the federal fiscal year, including
all income tax refunds intercepted, Missouri
and other state income tax refunds intercept-
ed, lottery winnings intercepted and all col-
lections from unemployment compensation
benefits; and

(C) Total IV-D expenditures. All state and
county general revenue and federal funds
expended and claimed by or on behalf of a
county for allowable child support enforce-
ment costs and reported to the federal gov-
ernment by the state for the federal fiscal
year, including a proportionate share of state
program costs under the 1986 DCSE Alloca-
tion Plan established by an independently
contracted private accounting firm.

(4) Any Level A county failing to meet the
defined minimum standard for each individu-
al measure, or the statewide average for the
same measure for the applicable fiscal year,
will receive a reduction of two percent (2%)
in its incentive rate for the current fiscal year.
Failure to meet the defined minimum for a
second year will result in the termination of
the contractual (cooperative agreement) rela-
tionship between that county and the divi-
sion, or an additional two percent (2%)
reduction in the incentive rate, at the divi-
sion’s sole option. In no case will counties
failing to meet the federal minimum, or the
statewide average, whichever is applicable,

be eligible for any bonus incentives which
might be earned by the state as a whole.

(5) In the event that any Level A county fails
to meet only one (1) federal performance
measure under 45 CFR 305.98, the county
may elect to have the one (1) measure disre-
garded in the calculation of overall compli-
ance if it otherwise meets the following con-
ditions: 

(A) The measure excluded is the only mea-
sure found not in compliance; 

(B) The measure out of compliance either
was not out of compliance for a prior period
or, if it was, has shown reasonable improve-
ment in the current period; and 

(C) The election to disregard the perfor-
mance measure does not materially affect
federal compliance by the division.

AUTHORITY: section 454.400, RSMo  Supp.
1993.* Original rule filed Oct. 18, 1988,
effective Jan. 13, 1989.

*Original authority: 454.400, RSMo 1982, amended
1985, 1986, 1990, 1993.

13 CSR 30-2.030 Standard Procedures for
Handling Cash Receipts in Circuit Clerks’
Offices Under Contract With the Missouri
Division of Child Support Enforcement for
the Provision of IV-D Services

PURPOSE: This rule establishes minimum
required procedures to provide for the sepa-
ration of cash handling and accounting func-
tions associated with the collection and dis-
tribution of IV-D child support payments.

PUBLISHER’S NOTE: The secretary of state
has determined that the publication of the
entire text of the material which is incorpo-
rated by reference as a portion of this rule
would be unduly cumbersome or expensive.
Therefore, the material which is so incorpo-
rated is on file with the agency who filed this
rule, and with the Office of Secretary of State.
Any interested person may view this material
at either agency’s headquarters or the same
will be made available at the Office of Secre-
tary of State at a cost not to exceed actual
cost of copy reproduction. The entire text of
the rule is printed here. This note refers only
to the incorporated by reference material.

(1) Definitions. As used in this regulation—
(A) Definitions of general terms shall be

those in section 454.460, RSMo;
(B) Cash payment means any support pay-

ment made in the form of currency or check,
money order or any other form of negotiable
instrument;
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(C) Circuit clerk means the person elected
or appointed as the circuit clerk for any coun-
ty or the City of St. Louis, or any person
employed by the circuit clerk or any person
with actual or apparent authority acting on
behalf of the circuit clerk; and

(D) Custodial parent payouts means sup-
port payments made by or on behalf of the
noncustodial parent, received by the circuit
clerk and then paid to the custodial parent.

(2) Cash Payment Handling Requirements.
The circuit clerk shall—

(A) Open, on the day of receipt, all
envelopes (mail) believed to contain cash
payments;

(B) Endorse restrictively negotiable instru-
ments, using a rubber stamp with the word-
ing—“For Deposit Only to (Account
Name)”;

(C) Record on the day of receipt, all cash
payments in a cash control record. The cash
payments shall not be routed to any other per-
son before being recorded unless the person
who forwards the cash payments first verifies
the total by preparing an adding machine tape
and attaching it to the negotiable instruments
at the point of transfer. The tape must be
retained to supplement the cash record;

(D) Use the cash control record to resolve
any question about a payment;

(E) Issue receipts for cash payments
received in the form of currency, whether
received in person or through the mail. How-
ever, the circuit clerk should discourage the
obligor from sending currency payments
through the mail. The receipts must be
prenumbered or printed by a computer with
the receipt number assigned by the computer.
Someone other than the person(s) issuing
receipts shall account for all receipts issued;

(F) Keep all pegboard receipts in a locked
area separate from the cash control record
and ensure that only prior authorized person-
nel are permitted access;

(G) Ensure that someone other than the
person who opens the mail prepares the prop-
er transmittal forms to the state from the cash
control record. These forms include the
voucher stub printed with a check by the
Automated Child Support Trustee System or
reporting forms, the Report of Title IV-D
Child Support Payments Received (cash)
(CSE-191) and the Report Of Title IV-D
Child Support Payments for Non-AFDC
Clients (non-cash) (CSE-215);

(H) Ensure that before the reports are sub-
mitted to the state that someone other than
the person who prepares the reports recon-
ciles the total amount of Aid to Families with
Dependent Children (AFDC) payments to the
CSE-191 form and the cash control record,

and the total amount of non-AFDC payments
being reported to the CSE-215 and the custo-
dial parent payouts;

(I) Return the reconciled report to the per-
son who prepared the report for submission
to the state. This person shall send the origi-
nal CSE-191s and CSE-215s to the Division
of Budget and Finance, keeping copies for the
circuit clerk’s files. With the CSE-191, the
clerk must attach a court-issued check equal
to the Total Payments column on the CSE-
191. If multiple CSE-191s are submitted, the
check must equal the sum of the Total Pay-
ments columns for all of the CSE-191s being
submitted. Reports must be submitted on a
timely basis, either weekly or daily, as
required in the cooperative agreement for the
applicable period; and

(J) Discourage obligors from making
checks and money orders payable to an
employee of the county and require obligors
to make checks and money orders payable to
the circuit clerk of the appropriate county.

(3) If a circuit clerk’s office in a county is
authorized to employ less than four (4) full-
time equivalent positions and a waiver of the
requirements of 45 CFR 302.20 from the fed-
eral Office of Child Support Enforcement is
in effect, then the circuit clerk of that coun-
ty, as an alternative to compliance with the
procedures set forth in this rule, may adopt
and comply with the Recommended Account-
ing Guidelines and Recommended Account-
ing Review Procedures for Appointing
Authorities which are incorporated by refer-
ence in Supreme Court Administrative Rule
4.

AUTHORITY: section 454.400, RSMo Supp.
1993.* Emergency rule filed Oct. 16, 1989,
effective Oct. 26, 1989, expired Feb. 22,
1990. Original rule filed Oct. 16, 1989,
effective Feb. 11, 1990.

*Original authority: 454.400, RSMo 1982, amended
1985, 1986, 1990, 1993.
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13 CSR 30-2.040 Standard Procedures for
Handling Cash Receipts in Prosecuting
Attorneys’ Offices Under Contract With
the Missouri Division of Child Support
Enforcement for the Provision of IV-D Ser-
vices

PURPOSE: This rule establishes minimum
required procedures to provide for the sepa-
ration of cash handling and accounting func-
tions associated with the collection and dis-
tribution of IV-D child support payments.

(1) Definitions. As used in this regulation—
(A) Definitions of general terms will be

those in section 454.460, RSMo; 
(B) Cash payment means any support pay-

ment made in the form of currency or check,
money order or any other form of negotiable
instrument; and 

(C) Prosecuting attorney means the person
elected or appointed as the prosecuting attor-
ney for any county or the City of St. Louis,
or any person employed by the prosecuting
attorney, or any person with actual or appar-
ent authority acting on behalf of the prose-
cuting attorney.

(2) Cash Payment Handling Requirements.
The prosecuting attorney shall—

(A) Not accept payments from obligors
unless—

1. Acceptance of the payment is
unavoidable; or

2. It is the prosecuting attorney’s opin-
ion that acceptance is preferable for a specif-
ic case situation; 

(B) Open, immediately upon receipt, all
envelopes (mail) believed to contain cash
payments; 

(C) Endorse restrictively  negotiable
instruments, using a rubber stamp with the
wording—“For Deposit Only to the Credit of
(County Name) County Circuit Clerk’s
Office.” In addition, the prosecuting attorney
must note the IV-D case number on the nego-
tiable instrument; 

(D) Record immediately all cash payments
in a cash receipts log. The cash payments
shall not be routed to any other person before
being recorded; 

(E) Issue receipts for cash payments
received in the form of currency, whether
received in person or through the mail. How-
ever, the prosecuting attorney should discour-
age the obligor from sending currency pay-
ments through the mail. The receipts must be
prenumbered or maintained as part of a
bound book. Someone other than the per-
son(s) issuing receipts shall account for all
receipts issued; 

(F) Ensure that all receipts are maintained
in a locked area separate from the cash
receipts log and that only prior authorized
personnel have access; and 

(G) Transfer daily all payments, properly
identified and restrictively endorsed, to the
appropriate circuit clerk’s office.

AUTHORITY: section 454.400, RSMo  Supp.
1993.* Emergency rule filed Oct. 16, 1989,
effective Oct. 26, 1989, expired Feb. 22,
1990. Original rule filed Oct. 16, 1989,
effective Feb. 11, 1990.

*Original authority: 454.400, RSMo 1982, amended
1985, 1986, 1990, 1993.




