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GENERAL LETTER NO. 11-A-3 

ISSUED BY: Bureau of Collections, Division of Child Support 

SUBJECT: Employees’ Manual, Title 11, Chapter A, Administrative Levy, Title page, 
revised; and pages 107 and 108, revised. 

Summary 

Chapter 11-A is revised to: 

♦ Update the Refunds of Amounts Improperly Held section of the manual. 

♦ Add a legal reference to 45 CFR 307.11(c)(3). 

As required in 45 CFR 307.11(c)(3), a policy statement has been added to specify if SSI or 
concurrent SSI payments and SSD benefits in the payor’s account are levied, the funds must 
be returned to the payor’s account with five business days of CSRU learning of the incorrect 
levy. 

Effective Date 

Upon receipt.  

Material Superseded 

This material replaces the following pages from Employees’ Manual, Title 11, Chapter A: 

Page Date 

Title page August 10, 2004 
107, 108 August 10, 2004 

Additional Information 

Refer questions about this general letter to your regional collections administrator. 
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Withdrawal of District Court Challenge 

Legal reference: Iowa Code section 252I.8(6); 441 IAC 98.97(4)  

The challenging party may withdraw the district court challenge by submitting a 
written withdrawal to the Unit at any time before the court hearing.  The Unit may 
also withdraw the administrative levy at any time before the court hearing. 

To withdraw the administrative levy, follow the procedures outlined in Releasing the 
Levy, with the following exceptions when generating form 470-3208, Notice of 
Decision Regarding Administrative Levy Challenge.  Enter: 

♦ An “X” in the other challenge, no mistake of fact exists field. 

♦ “Request for withdrawal by [obligor] [joint owner] [CSRU]” in the IF OTHER 
CHALLENGE, DESCRIBE THE ALLEGED MISTAKE field. 

♦ An “X” in the LEVY RELEASED field.  

District Court Hearing Outcome 
Legal reference: Iowa Code section 252I.8(5)(c)-(e); 441 IAC 98.97(1) 

When you receive the district court’s decision, immediately notify the financial 
institution of the outcome of the hearing (by telephone, fax, or in person).  Follow up 
this contact by sending form 470-3208, Notice of Decision Regarding Administrative 
Levy Challenge, along with a copy of the judge’s order, to the financial institution by 
first-class mail or fax.  

The district court may order the Unit to release, revise, or uphold the administrative 
levy.   

♦ When the district court releases the levy, follow the procedures outlined in 
Releasing the Levy.  Enter the current date in the PROCESS ENDED DATE field on 
the ADMLEVY screen.  ICAR displays a narrative (LEVY 43) for you to enter 
the reason for ending the levy process. 

♦ When the district court revises or upholds the levy, follow the procedures outlined 
in Revising the Levy or No Mistake of Fact, respectively.  Set a manual calendar 
flag for 15 days to check for receipt of payment from the financial institution.  
When CSC receives and processes the payment:  

• Enter the current date in the PROCESS ENDED DATE field on the ADMLEVY 
screen.  
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• Document the reason for ending the levy process in the displayed narrative 
(LEVY 43). 

• Delete the manual calendar flag you set when you notified the financial 
institution of the district court’s decision. 

Refunds of Amounts Improperly Held 
Legal reference: 45 CFR 307.11(c)(3); Iowa Code section 252I.8(7); 441 IAC 98.97(2) 

When a mistake of fact has occurred and the financial institution has already forwarded the 
incorrect amount to CSC, proceed as follows: 

♦ If a mistake in identity is found, the obligor is not delinquent in an amount equal to the 
payment for one month, or any other mistake of fact is found, follow CSC procedures 
for refunding the encumbered amounts, as well as any fees assessed by the financial 
institution, to the obligor’s account. 

♦ If the Unit made an error in calculating the amount of support due and the amount due 
is overstated, follow CSC procedures to refund the overstated portion to the obligor’s 
account. 

Note:  If the mistake of fact is a mistake in the amount of support due and any portion 
of the moneys is retained as support payments, the Unit is not required to reimburse the 
obligor’s account for any fees or costs charged by the financial institution against the 
account. 

♦ If the court orders the Unit to return moneys to the obligor, refund the money as 
directed by the court. 

♦ SSI or concurrent SSI payments and SSD benefits cannot be levied.  If these payments 
are levied, the funds must be returned to the payor’s account within five business days 
of CSRU learning of the incorrect levy.  Follow CSC procedures for refunding the 
levied amounts, as well as any fees assesed by the financial institution, to the payor’s 
account. 

The refunding of amounts improperly held by the Unit is handled through a special abstract 
process.  To reimburse the processing fee (up to $10), the Administrative Assistant II 
(AAII) for the region must submit a claim voucher and the Administrative Levy Payment 
Coupon, attached to form 470-3189, Administrative Levy Notice to Financial Institution, 
validating the submission of the processing fee. 


