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Purpose
This packet of instructions and forms is to be used by customers of Child Support Services (CSS) to request their own hearing on a child support issue. 
These forms are only for the administrative court system that is set up to hear our cases. You must have an open case with Child Support Services to use these forms. If you do not have an open case at this time, you may fill out an application by contacting us at (918) 295-3500 in the Tulsa area; (405) 522-2273 in the Oklahoma City area or by downloading one from the OKDHS website at www.okdhs.org. 
Before using these forms, you may want to see if CSS is able to handle the issue for you. You may call the CARE Call Center at the phone number above to ask about our services and timelines or you may choose to use these pro se (self-help) forms if you wish. We can answer questions for you about the forms but cannot represent you or give you advice on how to proceed. You will present your own child support issues to the court at the hearing, even if CSS also has a representative at the hearing.  
This packet must be completed correctly and in full. If you have problems using these forms, or have any questions about filling them out, please call us. You must mail the originals and copies as instructed below. Failure to follow these instructions or complete the packet in full may result in the entire packet being returned to you and your papers not being filed. A sample packet is available to use as a guide. It can be found online at www.okdhs.org.
Before the court can listen to your case, the other parent will need to know that you have filed these papers. If the other parent does not participate in the court hearing, you have to be able to show that the other parent in your case got these forms in one of the ways listed in Step Five: Service of Motion and Order for Hearing.
Before You Begin
Before you begin the process, you need:
a copy of your last order for child support;an address or contact information for the other person(s) in the case;your Family Group Number (FGN);your Office of Administrative Hearings (OAH) case number (see page 3); andthe address of the CSS office where your case is assigned. If you are not sure, call us at (918) 295-3500 in the Tulsa area; (405) 522-2273 in the Oklahoma City area. A list of CSS office locations is available at www.okdhs.org.  The forms included with these instructions are:
Address of Record and/or Family Violence StatementMotion for Hearing on Child Support Issues;Notice of Hearing;Notice of Child Support Proceeding; andWaiver of Service. If you are filling the forms out by hand, print neatly and use a pen with blue or black ink. 
Step One: Complete the Address of Record and/or Family Violence Statement
The first thing to do is complete the Address of Record and/or Family Violence Statement. This is a separate document within this packet. The second page of the form includes instructions on how to fill it out. 
Step Two: Complete the Motion for Hearing
Next, complete the Motion for Hearing form. This document tells the court why you need a hearing and asks the court to set a hearing. 
Look at your previous child support orders. If you do not have a copy of your child support order, contact us at (918) 295-3500 in the Tulsa area; (405) 522-2273 in the Oklahoma City area. If you have an order from the Office of Administrative Hearings or district court, you should use the names and case numbers from that order. You will need information from the order to complete the forms in this packet.Print the names in your case in the blanks at the top left of the first page of the Motion for Hearing. The names should read as they appear on your child support order.Fill in the blank marked Dist. Ct. Case No. with the court case number, usually found in the upper right hand side of your order (if your case was ever filed in district court). A district court case number may be, for example, FD 2014-1234. If you do not know your District Court Case Number or if you do not have a District Court Case Number, leave this blank.Fill in the blank marked OAH Case No. with your OAH Case Number. If the number is not on the order that you are trying to change, it may be on court papers that you received from CSS, for example, 04-12345-72. If you do not have an OAH case number, leave this blank and CSS staff will fill it in for you.Fill in the blank marked OK IV-D FGN with your Family Group Number (FGN). You only have an FGN if you have an existing case with CSS. If the number is not on the order you are trying to change, it is on papers that you have received from CSS, for example, 123456001. Fill in the blanks for Obligor and Custodial Person. Obligor is the parent who is ordered to pay child support. Custodial Person is the person who receives the child support.  See the example below.
Print your name in the blank after I. Read the reasons below the first sentence and check the box that describes why you want a hearing. If you choose a reason that includes blanks, you must fill in the blanks giving more information about why the court should give you a hearing.If you disagree with what happened at a hearing in front of the judge in the last 30 days, you may need to appeal instead of using this form. You may want to consult with a private attorney to decide what is best for you to file in your case.Sign your name on the signature line. Print your name on the line underneath your signature line. On the next three lines, print your address and phone number.  NOTE: If you include this information on the forms, the other party will see them. If you fear for your safety or the safety of your child(ren), do not include your address and phone number. 
If you have any questions about your address and family violence, you can contact Child Support Services by calling us at (918) 295-3500 in the Tulsa area; (405) 522-2273 in the Oklahoma City area.
On the lines below Verification, print the date and place (city and state) where you signed the form and sign the verification. 
Step Three: Complete the Notice of Hearing
The Notice of Hearing in your packet is the form you use to get your court date.
Complete the top of the form like your Motion for Hearing. Fill in all the blanks.Print your name in the first blank of the first paragraph that begins The Court sets the Motion for Hearing filed by ______ for hearing.Leave the blanks for the date, time, and location of the hearing blank. CSS staff will fill this in for you.  On the lines after the words Prepared by, print your name, address, and phone number. NOTE: If you include this information on the forms, the other party will see them. If you fear for your safety or the safety of your child, do not include your address and phone number. 
If you have any questions about your address and family violence, you can contact Child Support Services by calling us at (918) 295-3500 in the Tulsa area; (405) 522-2273 in the Oklahoma City area.
Step Four: Complete the Notice of Child Support Proceeding
The Notice of Child Support Proceeding included in your packet is the form telling CSS that you are filing the Motion for Hearing.
Complete the top of the form like your Motion for Hearing. Fill in all the blanks.Sign and print your name on the lines for Signature and Printed name.In the Certificate of Delivery section, enter the date you sent the papers to CSS. You must send this form after the papers are filed, so the date should be on or after the date you file the forms. Write the address of your local CSS office in the lines after at the following address.Check the box that describes how you will deliver the papers to CSS. Sign your name on the signature line at the bottom of the page.
Step Five: File the Motion for Hearing, Notice of Hearing, and Notice of Child Support Proceeding
When you have filled out all the papers, mail or email them to the child support office where your case is assigned, or go to www.okbenefits.org to access your case and upload documents. If you do not know which office has your child support case, you can call us at (918) 295-3500 in the Tulsa area; (405) 522-2273 in the Oklahoma City area. CARE can also provide the office mailing address and email address. Be aware that sending confidential information through email may not be secure. Once your papers have been received, CSS staff will complete your papers with a court date, time, file the forms, and return them to you. CSS staff will tell you how the papers will be returned to you. The office may: ask you to wait while the papers are filed;ask for your contact information and have you pick up the forms once they are filed; ormail the papers back to you. When you receive your completed papers from the child support office, go to Step Six.You have filed your papers with the Court and have a hearing date. Keep extra copies for your records and for service. 
Step Six: Service of Motion and Order for Hearing
Before the judge can hear your Motion for Hearing, you must have proof that the other person(s) in the case and CSS have received a copy of the Motion for Hearing and the Notice of Hearing. This is called service.
You must know where the other person(s) in the case is in order to serve them. Usually you will need to know the person’s home address. If you do not know the address for a person in the case, you may try these options:
Check your most recent child support order. There may be an address for the other person(s) in the case listed as an Address of Record. If the order does not contain an Address of Record you may fill out the Form 03EN009E, formerly CSED-9, Request for Address of Record, available at www.okdhs.org (go to Library, then Forms).  Follow the instructions on the form and the Central Case Registry will return the Address of Record to your within the time frames listed on the form. If the other person in the case has not designated an Address of Record, CSS will try to obtain an Address of Record that can be released to you. However, if the other person does not respond to CSS, you must obtain that information on your own.  
Service on Person(s) in the Case
Service on person(s) in the case:
You may serve the papers on the other person(s) in the case in a number of ways. 
Option 1:  pay a private process server to deliver the papers;  
Option 2:  pay the county sheriff's office to deliver the papers; or
Option 3:  the other parent agrees that he or she got the papers by signing a Waiver of 
               Service (included in this packet). 
These methods of service are described on the following pages:
 
Option 1:  Service by Private Process Server
Choose the process server you would like to use by looking in the phone book or on the Internet. Call the process server you choose to find what the fee is for service. Ask how person(s) are served and what papers are filed with the Court showing proof of service.The process server needs information about the person(s) served: address;physical description (height, weight, race, sex, eye/hair color, visible tattoos);recent photograph, if you have one; make and model of the person’s car; andwork location. Deliver to the process server:  one file-stamped copy of the Motion for Hearing and Notice of Hearing;the information on serving the person(s) you need to serve; andthe process server fee.The process server should file a Return of Service with the Court. A Return of Service is a document that tells the Court the other person(s) in the case was served with the court papers. The process server gives you a copy of the Return of Service for your records. You MUST have a copy of the Return of Service submitted to CSS BY YOUR COURT DATE.
Option 2:  Service by County Sheriff
Contact the county sheriff’s office in your county to find out how to hire them to serve your papers.  This process may differ among the counties. Usually, you will follow these steps:  
The sheriff requires written information about the person(s) served in order to serve your papers:address;physical description (height, weight, race, sex, eye/hair color, visible tattoos);recent photograph, if you have one; make and model of the person’s car; andwork location. Include a note that you want the Return of Service mailed to you in the envelope provided.Prepare a self-addressed, stamped envelope (addressed to you). The Return of Service is mailed to you in this envelope. Take the following items to the county sheriff’s office in the county where your hearing will be held: one copy of the Motion for Hearing and Notice of Hearing;the information on serving the person(s) you need to serve;a money order or personal check for the service fee.  Call to find out how much the fee is; andthe self-addressed, stamped envelope (addressed to you) you prepared for the Return of Service.Tell the sheriff you want personal service and you would like the Return of Service mailed to you in the envelope provided. Provide the Return of Service from the sheriff prior to the day of your hearing. 
Option 3:  Waiver of Service
If you and the other party have a good relationship, you may be able to obtain service by having the other party sign a waiver. To do this, you will need to make arrangements to hand-deliver or mail the papers to the other party AND they must sign the Waiver of Service form in front of a notary and return it to you so that it can be provided to the court as proof that he or she received the papers.
Complete the top portion of the Waiver of Service form as you have done with the rest of the forms in this packet.The other party will fill out the rest of the blanks except for the notary blanks.The notary public will fill in the notary blanks (starting with “Subscribed and sworn before me on…”).Provide the original Waiver of Service form to CSS prior to the day of your hearing.  
Step Seven:  Service to CSS
When you provide your papers to the child support office for filing, CSS staff will keep a copy. This is the only notice that you give to CSS.
Before Your Court Date
You should have already provided
your copy of the Motion for Hearing;your copy of the Notice of Hearing;a copy of the last Order for Child Support if you have it;  the copy of the Return of Service, if you served your papers by private process server or by sheriff; orthe copy of the Waiver of Service form, if you served your papers in person; and proof to show the court. The proof should support your request and may be papers or or names and telephone numbers of witnesses you want to testify on the day of your hearing.Examples:If you are asking the court to determine or correct your balances, provide proof of any payments CSS has not credited to your account, for example, receipts or money order stubs.If you are asking the court to change your monthly payment on past due support, provide proof of your income, for example, your paystub or tax return, and your monthly expenses. 
On your hearing day
the hearing will be conducted by phone or video. Do not come to the CSS office;you must provide an email address and phone number where you can be reached for your hearing;you may be required to download an application to your phone or computer for a video hearing;show respect for the court and other parties.  For example, don’t interrupt other parties or the judge;if you are appearing by video, dress appropriately for a courtroom setting. Clothing should be free of obscene words, pants should be pulled up, and tops should not be revealing. Shorts, short skirts, hats and sunglasses, are inappropriate.  be prepared to wait for your case to heard, which may take several hours. Your case may not be heard at the exact time listed on your Notice of Hearing;be in a location free from distractions or disruptions;keep your emotions in check and do not use profanity;
What Will Happen on Your Court Date?
One or more of the following may happen on your case:
Continuance
You may not get a final order on the first court date.The judge may set another court date if anyone needs time to get an attorney or more time is needed to gather information.If another court date is set, you must participate in all court dates, or your Motion for Hearing may be dismissed.  
Agreed Order
If you, the other person(s) in the case, and CSS have agreed on the issues set for hearing, CSS staff will prepare an order saying what the agreement is. CSS staff will review the order with you and the other person(s) in the case. If you do not understand any part of the order, ask the CSS staff questions until you do. When everyone has agreed with the order, CSS gives it to the judge. If the judge agrees with the order and files it, CSS either mails or emails a copy to you.
No Agreement
If anyone does not agree on the issues in the forms, including CSS and the court, you will have a hearing in front of the judge. The judge may hear your case that day or may set another hearing on a different day.Be sure to notify CSS staff if you have any papers or witnesses to support your request. CSS staff can assist you and the court.Be prepared to tell the judge why the court should do what you are asking. You should also be prepared to show whatever proof of your request you provided to the court. After the case is decided, CSS prepares an order setting out the judge's decision. This may happen on the day of the hearing, or it may be prepared later. If the order is prepared the day of the hearing, you, the other person(s) in the case, and CSS are given an opportunity to read and approve the order. When you approve the order, you are not saying you agree with the order. You are agreeing that the order says what the court ordered. You will receive a file-stamped copy by mail or email.If you do not agree with the judge's decision, you may appeal the order by following the directions in the order. 
If the Other Parent Does not Appear
Make sure you have provided your Affidavit of Service proving that you served the other person(s) with notice of the hearing date. If you can prove service, you can ask the judge for a default order. Make sure you have information to give the judge to prove your claim, such as:proof of payments not credited to your account (if you are asking the court to determine or correct your balances);proof of your current income and basic living expenses (if you are asking for a modification of your monthly payment on past due support); oryou may offer to testify as to your claim. CSS may object to a default order being entered. A hearing may still be necessary.If the judge grants your Motion for Hearing by default, CSS prepares an order and reviews it with you. If you do not understand any part of the order, ask questions until you do. CSS gives the order to the judge. If the judge agrees with the order and files it, CSS sends you a file-stamped copy by mail or email.
If the Judge Denies Your Motion for Hearing
The judge may choose to deny your Motion for Hearing. If your Motion for Hearing is denied, CSS will prepare an order summarizing the judge’s decision. You, the other person(s) in the case, and CSS will be given the opportunity to read and approve the order. You will receive a file-stamped copy by mail or email.If you do not agree with the judge's decision, you may appeal the order by following the directions in the order.
Address of Record and/or Family Violence Statement 
Section 2. Person Applying for Child Support Services
Section II. Person applying for child support services.
Completed by:
Your Address of Record
Use the address below as my public mailing address where I will accept service of process in child support, visitation and custody actions by regular mail. This address will be printed in legal/court documents and provided to the other parent or party. 
Family Violence
Check the appropriate box
Does this person know your confidential address?
If family violence is a risk, provide your confidential home address. This information will NOT be released or appear in court documents. This address should be different from your address of record, if possible.
Custodial Person (person with custody of child/ren)
Noncustodial Parent (person ordered to pay support)
I state under penalty of perjury under the laws of Oklahoma that this information is true and correct.
Purpose
Form 03EN008E, is used to designate an Address of Record for service of legal documents and/or to claim family violence. The Address of Record will be released upon request to the other parent or party, and it will be shown in legal documents. 
Complete a separate form for each child support case or application you have.
When family violence is not claimed and your address of record is the same as your confidential home address, your address will be released and appear on child support and legal documents.
Giving an address of record to CSS is required by law per Title 43 of the Oklahoma Statutes, section 112A.
Instructions
Who is completing this section in relationship to the childrenEnter your address of record information. This is the address for service of legal documents. The address of record will be released upon request to the other parent of party, and it will be shown in legal documents.Check the appropriate box indicating whether family violence is or is not a risk in your case. This information will be documented in your case. When family violence is a risk, enter the name of the person who is a risk to you or your child(ren). Check whether the person listed as a risk already knows your confidential home address (the address of record you provided above).Enter the names and Social Security numbers of the custodial person and noncustodial parent. Social Security numbers are only used for child support purposes.  Sign and date the form. make a copy of this form to keep for your records. 
Questions? 
Telephone (918) 295-3500 in the Tulsa area; (405) 522-2273 in the Oklahoma City area. For TTY dial 711.
If you or someone you know is a victim of domestic violence, please call the 24-hour Oklahoma Safeline: 1-800-522-SAFE (7233).
OFFICE OF ADMINISTRATIVE HEARINGS (OAH):  CHILD SUPPORT
OKLAHOMA HUMAN SERVICES
STATE OF OKLAHOMA
) ) ) ) ) ) ) ) ) ) ) 
MOTION FOR HEARING ON CHILD SUPPORT ISSUES
	I,                                                                                         , am asking the court to set a hearing in the above referenced matter for the following reason(s):
 be changed.
child support.
	Therefore, I am requesting this Court set a hearing in this matter. 					Respectfully submitted,
(print your name)
Verification
By signing below, I state under penalty of perjury under the laws of Oklahoma that I have read this Motion for Hearing and am familiar with its contents and the facts, as set forth, are true and correct
Place:
OFFICE OF ADMINISTRATIVE HEARINGS (OAH):  CHILD SUPPORT
OKLAHOMA HUMAN SERVICES
STATE OF OKLAHOMA
) ) ) ) ) ) ) ) ) ) ) 
NOTICE OF HEARING
	The Court sets the Motion for Hearing filed by for hearing before the Administrative Law Judge on                            ,20          at                 o'clock         .m. by telephone or video. You must provide contact information to CSS 10 days before your hearing by calling (918) 295-3500 in the Tulsa area or (405) 522-2273 in the Oklahoma City area and CSS will provide your further hearing details that may require you to download an application to your phone or computer. 
(print your name)
Prepared by:
OFFICE OF ADMINISTRATIVE HEARINGS (OAH):  CHILD SUPPORT
OKLAHOMA HUMAN SERVICES
STATE OF OKLAHOMA
) ) ) ) ) ) ) ) ) ) ) 
NOTICE OF CHILD SUPPORT PROCEEDING
	This notifies Oklahoma Child Support Services (CSS) that a Motion for Hearing has been filed in the above case. CSS may be a necessary party in this case pursuant to Section 112 of Title 43 of the Oklahoma Statutes.
CERTIFICATE OF DELIVERY
This certifies that a true and correct copy of the above Notice of Child Support Proceeding was delivered to CSS on                                 at the following address:
 
 
by:
(date)
OFFICE OF ADMINISTRATIVE HEARINGS (OAH):  CHILD SUPPORT
OKLAHOMA HUMAN SERVICES
STATE OF OKLAHOMA
) ) ) ) ) ) ) ) ) ) ) 
WAIVER OF SERVICE
I,                                                   , residing at                                               (city, state), acknowledge receipt of a copy of the Motion for Hearing on Child Support Issues and Notice of Hearing. I waive service of process of these papers upon me and make a voluntary appearance in this action. 	By acknowledging that I have received these papers, I do not admit to the statements of allegations in the papers or waive any defenses I may have in this case. I understand that if I do not appear for a scheduled hearing, the contents of the papers are considered to be admitted, all defenses are waived, and a default order may be entered. 	I state under penalty of perjury under the laws of the State of Oklahoma that the above and foregoing is true and correct. 
Subscribed and sworn before me on:                               .                       My commission expires:                               .
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