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GENERAL LETTER NO. 11-G-9 

ISSUED BY: Bureau of Collections, Child Support Recovery 
Division of Field Operations 

SUBJECT: Employees’ Manual, Title 11, Chapter G, LICENSE SANCTION, Contents 
(pages 1 and 2), revised; pages 3, 6, 13, 16, 21, 22, and 99 through 102, revised; 
and pages 20a, 90a, and 103, new. 

Summary 

Chapter 11-G is revised to: 

♦ Incorporate changes allowing workers to use the CASESTAT screen to temporarily bypass a 
case from the automated license sanction selection process.  

♦ Remove the reference to when a worker may “unselect” a LISAN screen during the license 
sanction process.   

♦ Remove text regarding an established hierarchy for selecting licenses. 

♦ Edit text for when a payment is due on a case with a license sanction payment agreement. 

♦ Add new narratives (regarding the new license sanction bypass). 

♦ Add new calendar flags (regarding the new license sanction bypass). 

Effective Date 

Immediately. 

Material Superseded 

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

Page Date 

Contents (pages 1 and 2) July 27, 2007 
3, 6, 13, 16, 21 July 27, 2007 
22 April 29, 2011 
99-102 June 4, 2010 
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Additional Information 

Refer questions about this general letter to your regional collections administrator. 
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License Sanction Process Summary 

The license sanction process is case-specific rather than payor-specific.  This means that 
the Iowa Collecting and Reporting (ICAR) system reviews each of the payor’s cases when 
selecting cases that meet license sanction criteria.  ICAR selects cases for license sanction 
based on the number of months of delinquent support owed and other criteria.   

The license sanction process begins when ICAR selects the case and the payor’s name and 
social security number (SSN) match with a participating licensing agency’s records.  Each 
case has its own license sanction process, notice, and payment agreement, if applicable.   

Cases, which are not bypassed, which meet license sanction criteria, and match with a 
licensing agency, display on the monthly report S479H588, Initial Agency Datamatch.  
Review the cases on the report to determine which cases are appropriate for license 
sanction.  Enter the applicable code in the SEL field on the License Sanction (LISAN) 
screen to release a case for the license sanction process.  See LISAN Screen for more 
information.   

For cases meeting license sanction criteria, generate and send form 470-3278, Official 
Notice of Potential License Sanction, to the payor.  This form notifies the payor of the 
Unit’s intent to begin steps to sanction the payor’s licenses.   

ICAR continues to display a case meeting license sanction criteria on the Initial Agency 
Datamatch report until you enter a “Y” and, when appropriate, a date in the SRV field on 
the LISAN screen. 

The payor has the right to request a conference at various points in the process to discuss 
the license sanction.  This increases the opportunity for the payor to sign a payment 
agreement and pay the support owed.  Allowing the payor to request a conference at 
various points also helps ensure that the payor receives due process for actions being taken.   
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Action Form No. Form Name 

Provide payor information on the 
outcome of the conference 

470-3344 Results of License Sanction 
Conference 

Agreement between the payor and 
the Unit to pay the past-due support 

470-3273 License Sanction Payment Agreement 

Provide licensing agency notice to 
begin sanctions against the payor’s 
licenses 

470-3274 Certificate of Noncompliance 

Provide licensing agency notice to 
stop sanctions against the payor’s 
licenses 

470-3275 Notice of Withdrawal of Certificate of 
Noncompliance 

Obtain medical information about 
the payor or household member 

470-3158 Physician’s Statement 

Certify license sanction documents 
to district court 

470-3393 Certification of License Sanction 
Action to District Court and Request 
for Hearing 

Present to the court to modify an 
existing payment agreement 

470-3347 Order Determining Payments for the 
Limited Purpose of License Sanction 

SCREENS USED IN LICENSE SANCTION PROCESS 

There are four screens used in the license sanction process:   

♦ LISAN, which displays information on actions taken in the license sanction process. 

♦ License Sanction 2 (LISAN2), which displays information on the district court hearing, when 
requested by the payor. 

♦ License Sanction Agency Table (LSAGENCY), which displays information on licensing 
agencies participating in a data match with the Unit. 

♦ Case Process Status (CASESTAT), which displays LISAN bypass information. 
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• A “Y” and the current date in the GEN PAY AGREEMNT field and the appropriate 
entries in the PYMT AMOUNT, PYMT METHOD, and START fields to generate the 
License Sanction Payment Agreement.   

• An “N” and the current date in the GEN PAY AGREEMNT field when you do not 
generate the License Sanction Payment Agreement.  ICAR automatically advances 
the cursor to the GEN CERT OF NONCOM field and prompts you to generate form 
470-3274, Certificate of Noncompliance.  ICAR does not automatically advance the 
cursor to the GEN CERT OF NONCOM field when a date already displays. 

• An “R” and the current date in the GEN PAY AGREEMNT field and make the 
appropriate entries in the PYMT AMOUNT, PYMT METHOD, and START fields to 
regenerate the License Sanction Payment Agreement.   

♦ SIGNED:  Enter the date you signed the License Sanction Payment Agreement. 

♦ PYMT AMOUNT:  Enter the dollar amount of the payment agreement (up to nine digits). 

♦ PER:  Enter the frequency of the payment as stated in the payment agreement.  The 
payment frequency in the agreement must be the same as the payment frequency in the 
existing support order.  Valid entries are: 

 
W Weekly BM Bi-monthly 
BW Bi-weekly Q Quarterly 
M Monthly SA Semi-annually 
SM Semi-monthly A Annually 

♦ DNR LICENSES:  ICAR displays a four-character code for up to four recreational 
licenses held by the payor with the Iowa Department of Natural Resources (DNR).  See 
11-G-Appendix for more information on codes. 

♦ PYMT METHOD:  Enter the method of payment as stated in the payment agreement.  
Valid entries are: 

REG Regular 
OTH Other 

♦ START:  Enter the date payments begin as stated in the payment agreement.  The day 
must be the same as in the existing support order (e.g., if the payment for the existing 
support order is due on the 15th of every month, the payment start date must also be the 
15th of the month).  Note:  This is not the date of the initial payment. 

http://www.dhs.state.ia.us/policyanalysis/PolicyManualPages/Manual_Documents/Master/11-G-App.pdf
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Fields, descriptions, and values on the LISAN2 screen are: 

♦ CASE NUMBER:  ICAR displays the case number. 

♦ PAYOR:  ICAR displays the payor’s first name, middle initial, last name, and suffix. 

♦ PAYEE:  ICAR displays the payee’s first name, middle initial, last name, and suffix. 

♦ PAYOR SSN:  ICAR displays the payor’s SSN. 

♦ PAYOR FILED APPLICATION FOR HEARING:  Enter the date the payor filed a written 
request for a district court hearing regarding the license sanction.   

An entry in this field requires a date in the GEN CERT OF NONCOM field on the LISAN 
screen.  The date you enter in the PAYOR FILED APPLICATION FOR HEARING field must be 
the same as or later than the date in the GEN CERT OF NONCOM field.   

ICAR does not allow entry in this field when entries display in the VALID EXEMPTION, 
EXEMPTION CODE and EXPIRES fields on the LISAN screen and the date in the PAYOR 
FILED APPLICATION FOR HEARING field is earlier than the date in the EXPIRES field. 

When you enter a valid date in the PAYOR FILED APPLICATION FOR HEARING field, ICAR 
issues: 

D479HL73            IOWA COLLECTION AND REPORTING SYSTEM       DATE: 00/00/00 
                             LICENSE SANCTION 2                TIME: 12:00:00 
                                                                                
CASE NUMBER.....:   
PAYOR.:  
PAYEE.:  
PAYOR SSN.......:  
                                                                                
PAYOR FILED APPLICATION FOR HEARING:                                            
DOCUMENTS CERTIFIED TO COURT.......:                                            
COURT HEARING SET..................:             @    :      .M.                
COURT HEARING HELD (Y/N/R).........:                                            
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
NARRATIVE:    CALENDAR FLAG:                                                    
F3=MODIFY    F10=LISAN                                                        
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♦ SEL:  Enter an “X” in this field and press the ENTER key to select the licensing agency you 
want to view on the LSAGENCY screen. 

♦ AGENCY NAME / ADDRESS:  ICAR displays the licensing agency’s name and 
bureau/board name, if applicable. 

♦ ADDRESS / CITY AND STATE:  ICAR displays the licensing agency’s address. 

For additional functions on the License Sanction Agency Search screen, use: 
 

F6=LSAGENCY  Press the F6 key to return to a blank LSAGENCY screen. 

F7=BACK Press the F7 key to page backward through the search screens in 
alphabetical order. 

F8=FORWARD Press the F8 key to page forward through the search screens in 
alphabetical order. 

CASESTAT Screen 

The LISAN bypass field is to the right of “LISAN” on the CASESTAT screen.  It is used to 
temporarily bypass a case from the license sanction selection process.  Valid entries are: 

B To enter a bypass.  ICAR displays the current date and issues:  

• Narrative LISAN84 stating the bypass was entered and requires you to enter the 
reason for the bypass.   

• Calendar flag LISAN47 stating the bypass is now expired and to reset or cancel the 
bypass. 

R To reset a bypass.  ICAR displays the current date and issues:  

• Narrative LISAN85 stating the bypass was reset and requires you to enter the 
reason for resetting the bypass.   

• Calendar flag LISAN48 stating the bypass is now expired and to reset or cancel the 
bypass. 

Note:  When the screen is updated, ICAR changes the “R” to a “B.” 
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N To cancel a bypass.  ICAR displays the current date and issues: 

• Narrative LISAN86 stating the bypass was canceled and requires you to enter the 
reason the bypass was canceled.   

• ICAR deletes calendar flags LISAN47 and LISAN48. 

There is help text on the CASESTAT screen which explains how to use the LISAN bypass 
field.  See 9-E, CASE SETUP, for information on the CASESTAT screen.  

Note:  The case will be bypassed from the license sanction process until the bypass is 
canceled.  

CASE SELECTION 
Legal reference: Iowa Code section 252J.2(2); 441 IAC 98.101(252J) 

The case selection program for the license sanction process runs on the last business day of the 
month to identify cases for you to review the following month.  ICAR identifies and selects cases 
with current support due and delinquency-only cases for license sanction based on the length of 
time the payor is delinquent in paying support and other criteria.  Cases must have a delinquency 
of at least three months of support or more to meet selection criteria for license sanction. 

Note:  The payor may have made a payment in prior months, but the amount of delinquency is 
still equal to or greater than three months of support. 

ICAR Case Selection Criteria 

ICAR identifies the case for license sanction when all of the following conditions exist: 

♦ The STATUS (A/I/C/D/H) field on the CASE screen is “A.” 

♦ The ICAR CASE WRKR ID field on the CASE screen is not “CSC” or blank. 

♦ The only remaining balance is not owed to a 17 or 47 account type. 

♦ The REDIRECTION FLAG field on the CASE screen is “N.” 

♦ The HCDREF field on the CASE screen is not “V.” 

http://www.dhs.state.ia.us/policyanalysis/PolicyManualPages/Manual_Documents/Master/9-E.pdf
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♦ The USATTY field on the CASE screen is “N” or blank. 

♦ The LISAN (bypass) field on the CASESTAT screen is not “B.” 

♦ The CRT ORD CTY or CRT ORD# fields on the CONTEMPT screen are blank.  When an 
entry displays in the CRT ORD CTY or CRT ORD# fields, ICAR checks the ACTION 
DISMISSED/ENDED (D/E) field on the CONTEMPT screen. 

• When the entry in the ACTION DISMISSED/ENDED (D/E) field is “D” or “E,” ICAR 
continues to process the case for license sanction. 

• When there is an entry in the CRT ORD CTY or CRT ORD# fields and the ACTION 
DISMISSED/ENDED (D/E) field is blank, ICAR bypasses the case for license sanction. 

♦ The DECEASED and DATE OF DEATH fields on the PAYOR screen are blank. 

♦ The FEDERAL BENEFITS (FEDBEN) screen does not contain a “Y” in the SSIR, SSID, 
SSR, or SSD fields for the payor. 

♦ The BANKRPTCY & CHAPTR field on the PAYOR screen is “N,” is blank, or is “Y” with 
a bankruptcy filing date of 10-17-2005 or later. 

♦ The GOOD CAUSE field on the PAYEE screen is not “A,” “P” or “Y.” 

♦ A case must have at least one Iowa court order, a foreign order fully registered in Iowa, 
or a foreign order filed in Iowa for income withholding that meets the following 
criteria: 

• The first two digits in the C.O. COUNTY FIPS field or the REG/FILE COUNTY FIPS field 
on the Court Order (COURTORD) screen are “19” and the TYPE field is not “OP”  
or “ON.” 

• The order has at least one obligation other than “HO,” “PO,” or “VO.” 

♦ There is a valid mailing address on the PAYOR screen. 

♦ An IWO (not a lump-sum IWO) is linked to an income provider, and:  

• More than 60 calendar days have passed from the date in the GEN NOTICE: (Y/N/R/S) 
field on the Income Withholding Orders (IWO) screen, and  

• None of the payor’s cases have received MIW/UIB payments in the last 60 calendar 
days from the date the license sanction case selection program runs. 

♦ The date in the 1ST SEEK EMPLOYMENT ORDER DATE ISSUED field on the Seek 
Employment (SEEKEMP) screen is blank or is more than one year in the past and the 
PROCESS ENDED field is blank. 
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Process:  LISAN Number:  84 
Text:  Case has been bypassed for the LISAN program because:  (worker-completed text).   
Screen: 
CASESTAT 

Field: 
LISAN 

Entry: 
B 

Flag: 
47 

Status: 
 

 
 

Process:  LISAN Number:  85 
Text:  LISAN bypass has been reset because:  (worker-completed text).   
Screen: 
CASESTAT 

Field: 
LISAN 

Entry: 
R 

Flag: 
48 

Status: 
 

 
 

Process:  LISAN Number:  86 
Text:  LISAN bypass canceled because:  (worker-completed text).   
Screen: 
CASESTAT 

Field: 
LISAN 

Entry: 
N 

Flag: 
49 

Status: 
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Process:  LISAN Number:  43 
Text:  Notice of Potential License Sanction served upon obligor 30 days ago.  Obligor’s time to 
request a conference has expired.  Generate Certificate of Noncompliance, if appropriate.   
Screen: 
LISAN 

Field: 
GEN NOTICE 
SRV 

Entry: 
P and valid date 
Y and valid date 

Narrative: 
72 

Status: 
 

 
 

Process:  LISAN Number:  44 
Text:  Notice for Potential License Sanction sent to obligor 30 days ago.  Obligor did not request 
a conference.  Notice not returned as undeliverable.  Generate Cert of Noncompliance, if 
appropriate.   
Screen: 
LISAN 

Field: 
GEN NOTICE 

Entry: 
M and valid date 

Narrative: 
2 

Status: 
 

 
 

Process:  LISAN Number:  45 
Text:  Notice of Potential License Sanction provided to process server 30 days ago.  Review case 
for status of service.   
Screen: 
LISAN 

Field: 
GEN NOTICE 

Entry: 
P and valid date 

Narrative: 
75 

Status: 
 

 
 

Process:  LISAN Number:  46 
Text:  Case in error status.  Review and fix error(s) to allow for possible match with licensing 
agencies.   
Screen: 
OBLIG, 
CASSIGN, 
CHILD 

Field: 
CORRECTION FLAG 

Entry: 
E 

Narrative: 
 

Status: 
 

 
 

Process:  LISAN Number:  47 
Text:  LISAN bypass is now 90 days old and expired.  You must enter a new bypass or cancel the 
expired bypass.   
Screen: 
CASESTAT 

Field: 
LISAN 

Entry: 
B 

Narrative: 
 

Status: 
 

 
 

Process:  LISAN Number:  48 
Text:  LISAN bypass is now 90 days old and expired.  Enter a new bypass or cancel the expired 
bypass. 
Screen: 
CASESTAT 

Field: 
LISAN 

Entry: 
R 

Narrative: 
 

Status: 
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Process:  LISAN Number:  49 
Text:  Blank calendar flag to delete LISAN flags 47 and 48 when the LISAN bypass is canceled. 
Screen: 
CASESTAT 

Field: 
LISAN 

Entry: 
N 

Narrative: 
 

Status: 
 

 

STATUSES 
 
 

Process:  LISAN Number:  1    (Issued only on cases before March 2002) 
Text:  The Child Support Recovery Unit has found a valid exemption from license sanction for 
the payor on your case.  The Child Support Recovery Unit will periodically verify that the 
exemption remains valid. 
Screen: 
LISAN 

Field: 
VALID EXEMPTION 
EXPIRES 
EXEMPTION CODE 

Entry: 
Y and valid date 
Valid date 
Valid exemption code 

Narrative: 
15, 16, 18 

Flag: 
2 

 
 

Process:  LISAN Number:  2    (Issued only on cases before November 2005) 
Text:  The Child Support Recovery Unit sent the payor on your case a notice for potential license 
sanction on (date).  This may result in drivers’ licenses, vehicle registrations, professional 
licenses, and recreational licenses being sanctioned. 
Screen: 
LISAN 

Field: 
GEN NOTICE 

Entry: 
Valid date 

Narrative: 
41 

Flag: 
3 

 
 

Process:  LISAN Number:  3    (Issued only on cases before March 2002) 
Text:  Due to license sanction, the Child Support Recovery Unit and the payor on your case have 
entered into a payment agreement signed (date).  Payments start (date) at $ ($ amount) per 
(payment frequency). 
Screen: 
LISAN 

Field: 
GEN PAY AGREEMNT 
SIGNED 
PYMT AMOUNT 
PER 
PYMT METHOD 
START 

Entry: 
Y 
Valid date 
Valid $ amount 
Valid frequency code 
REG or OTH 
Valid date 

Narrative: 
6, 16, 18 

Flag: 
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Process:  LISAN Number:  4    (Issued only on cases before March 2002) 
Text:  Due to license sanction against the payor on your case, the Child Support Recovery Unit 
sent a Certificate of Noncompliance to (licensing agency name).  This will result in drivers’ 
licenses, vehicle registrations, professional licenses, and recreational licenses being sanctioned. 
Screen: 
LISAN 

Field: 
GEN CERT OF NONCOM 

Entry: 
Valid date 

Narrative: 
11, 16, 18 

Flag: 
9 

 
 

Process:  LISAN Number:  5    (Issued only on cases before March 2002) 
Text:  The Child Support Recovery Unit has withdrawn the license sanction Certificate of 
Noncompliance as sent (date) to (licensing agency name).  Reason for withdrawal:  (worker-
completed text as needed). 
Screen: 
LISAN 

Field: 
GEN WITHDRAWAL OF 
NONCOM 
WHY 

Entry: 
Valid date 
 
Valid withdrawal code 

Narrative: 
13, 20 

Flag: 
 

 
 

Process:  LISAN Number:  6    (Issued only on cases before March 2002) 
Text:  The Child Support Recovery Unit has ended the license sanction process for the payor on 
your case effective (date).  Reason process ended: (worker-completed text) 
Screen: 
LISAN 

Field: 
PROCESS ENDED 
WHY 

Entry: 
Valid date 
Valid process-end code 

Narrative: 
14, 16, 18 

Flag: 
9 

 
 

Process:  LISAN Number:  7    (Issued only on cases before March 2002) 
Text:  The Child Support Recovery Unit has ended the license sanction process for the payor on 
your case effective (date).  Reason process ended: (worker-completed text) 
Screen: 
LISAN 

Field: 
PROCESS ENDED 
WHY 

Entry: 
Valid date 
Valid process-end code 

Narrative: 
14, 17, 19 

Flag: 
9 
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Process:  LISAN Number:  8    
Text:  To avoid a license sanction action, the obligor has entered into a signed payment 
agreement with the Iowa Child Support Recovery Unit.  Payments start (date) at $ (amount) per 
(payment frequency).  This payment agreement amount may not reflect the amount of the 
support order and does not change the amount due in the order.  This agreement is valid for at 
least one year.  After one year, we may review the payment agreement. 
Screen: 
LISAN 

Field: 
INTERSTATE 
GEN PAY AGREEMNT 
SIGNED 
PYMT AMOUNT 
PER 
PYMT METHOD 
START 

Entry: 
Y 
Y 
Valid date 
Valid $ amount 
Valid frequency code 
REG or OTH 
Valid date 

Narrative: 
6, 20 

Flag: 
 

 
 

Process:  LISAN Number:  9     
Text:  The Iowa Child Support Recovery Unit sent the obligor a license sanction Certificate of 
Noncompliance on (date).  This will result in licenses held by the obligor being sanctioned by 
the following licensing agencies: (licensing agency names) 
Screen: 
LISAN 

Field: 
INTERSTATE 
GEN CERT OF NONCOM 

Entry: 
Y 
Valid date 

Narrative: 
11 

Flag: 
11, 20 

 
 

Process:  LISAN Number:  10   
Text:  The Iowa Child Support Recovery Unit has withdrawn the license sanction Certificate of 
Noncompliance originally sent on (date) to the following licensing agencies: (licensing agency 
names).  Reason for withdrawal: (worker-completed text) 
Screen: 
LISAN 

Field: 
INTERSTATE 
GEN WITHDRAWAL OF 
NONCOM 
WHY 

Entry: 
Y 
Valid date 
 
Valid withdrawal code 

Narrative: 
13, 20 

Flag: 
 

 
 

Process:  LISAN Number:  11    (Issued only on cases before March 2002) 
Text:  The Iowa Child Support Recovery Unit has ended the license sanction process for the 
payor on this case effective (date).  Reason process ended:  (worker-completed text) 
Screen: 
LISAN 

Field: 
PROCESS ENDED 
WHY 

Entry: 
Valid date 
Valid process-end code 

Narrative: 
14, 20 

Flag: 
9 
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Process:  LISAN Number:  12     
Text:  The obligor has requested a court hearing regarding the license sanction action.  The court 
hearing is set for (date) at (time HH:MM, A or P) M.  We will update you with the results. 
Screen: 
LISAN 
LISAN2 

Field: 
INTERSTATE 
COURT HEARING SET 

Entry: 
Y 
Valid date 

Narrative: 
20, 23 

Flag: 
5 

 
 

Process:  LISAN Number:  13   
Text:  The court hearing regarding the Iowa license sanction action was held (date).  The results 
are: (worker-completed text) 
Screen: 
LISAN 
LISAN2 

Field: 
INTERSTATE 
COURT HEARING HELD 

Entry: 
Y 
Y and valid date 

Narrative: 
20, 24 

Flag: 
6 

 
 

Process:  LISAN Number:  14  
Text:  The court hearing regarding the Iowa license sanction action was not held.  The reason the 
hearing was not held is: (worker-completed text) 
Screen: 
LISAN 
LISAN2 

Field: 
INTERSTATE 
COURT HEARING HELD 

Entry: 
Y 
N and valid date 

Narrative: 
20, 25 

Flag: 
 

  
 

Process:  LISAN Number:  15   
Text:  The court hearing regarding the Iowa license sanction action was rescheduled to (date) at 
(time HH:MM, A or P) M. 
Screen: 
LISAN 
LISAN2 

Field: 
INTERSTATE 
COURT HEARING HELD 

Entry: 
Y 
R and valid date 

Narrative: 
20, 26 

Flag: 
7 

 
 

 




