ATTACHMENT D

Data Integrity Procedures Changes to Case Information

Before updating member/ case information, such as home address, phone number, etc., verify the caller’s
identity. -Ask the caller for the following identifiers: ,

e Name
¢ Date of Birth
* Home address

If there is any doubt about the caller’s identity after these identifier’s have been obtained, ask for the
children names and date of birth.

When pertinent information is unavailable on registry-only (RO) cases, county staff are prevented from
verifying a caller’s identity. Once all attempts to verify the caller’s identity have been exhausted, instruct
the caller to take one of the following actions in order to have the member/case information updated on
TXCSESWeb:

* Mail:

 a copy of a photo ID

* information to be updated

* proof/verification of the information to be updated (ie., home address, SSN card, drivers license, etc.) to
the county address

* FAX:

« aphoto ID

* information to be updated

* proof/verification of the information to be updated (ie., home address, SSN card, drivers license, etc.) to
the county FAX number

* E-mail the information to be updated with a scanned copy of the proof/verification information to be
updated (ie., home address, SSN card, drivers license, etc.) to the county email address

* In Person (District Clerk Office or Domestic Relations Office):

* aphoto ID

* information to be updated

* proof/verification of the information to be updated (ie., home address, SSN card, drivers license, etc.)

* Visit the local child support office that is assigned to work the RO case and provide:

* aphoto ID

* information to be updated ~

* proof/verification of the information to be updated (ie., home address, SSN card, drivers license, etc.)





