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SMITH/OSTLER PROGRAM
START-UP CHECKLIST-DATABASE

1. Initial Start-Up:
% Order(s) Summary:
Date Filed Support Income Calc. Calc. Calc. Base Eff. End
and Type Type Type Method Perc Frequency Threshold Date Date
% Create electronic folder using last name of NCP (H: Home>Smith Ostler Program>New Folder).
% Save referral to electronic folder.
% Add to the Smith/Ostler Program Overview spreadsheet and The Name List sheet
% Image/Export all S/O erders into the electronic file.
% If bonus/overtime schedule, image/export separately.
2. CSE and Database Start-Up:
% Reassign CSE Case to the Smith/Ostler Team. Auto. reassign.: Reassign w/in the selected team.
<* Add "Smith/Ostler Program" to case overview page — Case Special Circumstances.
% Add IWO suppression. Choose: Court case drop down, reason for suppression: S/O
< Email to tech by alpha breakdown to create [J Allocation Hold OJ Disbursement Hold.
% Open a new case in the database.
% Assign case to appropriate worker.
< Write activity log MISC/Legal/Legal Notes: "Case reviewed for Smith/QOstler Program. [Details]."
3. Research, Calculate and Communicate:

“ Assess what information is needed for accounting startup and start gathering Information:
Payment Histories

Participant Income Page

The Work Number

Financial Screen — Audit needed?

Order Tax Returns?

Wage Verifications?

Add all known income/payments.

Create S/O SAT, and base SAT if needed.

Case opening letter to NCP and CP (and attorneys), including brochures and accounting (if we have it)
Write activity log MISC/Legal/Legal Notes: "Case reviewed for Smith/Ostler Program. [Details]."

SN NENENEN

) * )
Q.’ 0'0 0.0

*
0.0

Completed By Date Section




Monthly Automated Email Script:

Please submit your paystubs for the prior month to Bonus.Program@dcss.cccounty.us they can also be
faxed to 925-335-3611. Please be sure that the paystubs you are submitting cover the entire month.

Review the pay period end dates to ensure that all paystubs for the month are provided. Calculations
will be completed once we have received all of the paystubs for the entire month. Failure to provide
paystubs timely may result in additional interest being accrued.

If you have already submitted your paystubs, thank you and please disregard this message.

Questions? Please contact the Smith/Ostler Team at 925-957-2332 or via email at
Bonus.Program@dcss.cccounty.us. You may also visit us at 50 Douglas Drive, Suite 100, Martinez,

California.




Sample Case Opening Letter (Monthly):

This letter is intended for NP with a courtesy copy to CP.

Your child support case was referred to the Smith/Ostler Program because of the additional
support component contained in your Order After Hearing filed December 28, 2015. Because of
the way our statewide system and the State Disbursement Unit are designed, cases with this
type of order require special handling by our office and, as such, we have developed the
Smith/Ostler Program.

The purpose of this letter is to familiarize you with the Program (see the brochure,) offer you
options for payment when additional support is owed (another brochure and flyer,) and to
suggest a plan for keeping up with your obligation.

The terms of the order are:

[Enter order terms]

Your responsibility is to send your pay stubs every time you are paid. If you get in the habit, it
will be very easy to keep current on additional support. When we receive your pay stub, we will
caiculate your additional support and provide both parties with the amount due. Once we tell
you the amount due, please immediately pay the additional support directly to the State
Disbursement Unit. If you have any challenges with making this payment immediately, contact
us to avoid further enforcement actions.

We do not involve your employer for this part of the order and additional enforcement actions
will not be taken as long as you follow the plan.

***Please provide to our office your pay stubs beginning with DATE through DATE***
If you have any questions about any part of your child support case, you will be referred to a

Smith/Ostler worker. You can call us on our Program line (925) 957-2332 or, if you use the
Statewide number (866) 901-3212, an operator will refer you to the 957 number.



