	REQUEST FOR NEW ENTRY OR MODIFICATION OF
FEDERAL INFORMATION PROCESSING STANDARD (FIPS) CODE

	Michigan Department of Health and Human Services

	INSTRUCTIONS:
Send all completed forms to the Office of Child Support (OCS) Central Operations:

Email: mdhhs-ocs-fips@michigan.gov; or Fax: 517-335-3030

	REQUESTER IDENTIFICATION INFORMATION:

	Requester Name
	Date of Request

	     
	     

	Email Address
	Fax Number
	Phone Number

	     
	              
	              

	County and Office
	IV-D Number
	Docket Number
	Requested Mode of Response

	     
	     
	     
	 FORMCHECKBOX 

	Fax
	 FORMCHECKBOX 

	Email

	ACTION REQUESTED: Only ONE issue (new entry or modification) per request may be submitted.

	 FORMCHECKBOX 

	New Entry
	FIPS Code
	FIPS Type

	
	
	     
	     

	
	
	FIPS Name
	Phone Number
	Fax

	
	
	     
	              
	         

	
	
	Address
	Contact Name

	
	
	     
	     

	
	
	Additional Information

	
	
	     

	 FORMCHECKBOX 

	Modification

(Please complete all information regarding the requested modification)
	Change From:
FIPS Code
	FIPS Type

	
	
	     
	     

	
	
	FIPS Name
	Phone Number
	Fax

	
	
	     
	              
	         

	
	
	Address
	Contact Name

	
	
	     
	     

	
	
	Change To:
FIPS Code
	FIPS Type

	
	
	     
	     

	
	
	FIPS Name
	Phone Number
	Fax

	
	
	     
	              
	         

	
	
	Address
	Contact Name

	
	
	     
	     

	
	
	Additional Information

	
	
	     

	The following information MUST be completed by the requester in order to process your request

	From what source was the FIPS information received (e.g., transmittal, CSENet)
	Name of Contact Person who verified information

	     
	     

	Contact Person’s Phone
	Contact Person’s Fax
	Date of Verification

	         
	         
	     

	Additional Information

	     

	REQUEST STATUS: (to be completed by OCS Central Operations)

	 FORMCHECKBOX 

	Completed
	Name
	Date

	 FORMCHECKBOX 

	Rejected
	     
	     

	Additional Information

	     

	Procedures for Submitting the Request for New Entry or Modification
of Federal Information Processing Standard (FIPS) Code (DHS-550)

OCS Central Operations processes maintenance requests for the FIPS table on the Michigan Child Support Enforcement System (MiCSES). Requests for entry or modification of FIPS records (FIPS CODE) requires the completion of the DHS-550.

IV-D staff must submit the DHS-550 form to the OCS Central Operations by email or fax. The preferred submission method is via email.

OCS Central Operations staff will be responsible for reviewing all submitted DHS-550 forms for complete and verified information. OCS Central Operations staff may reject a request that contains incomplete information.

A. To submit the DHS-550 via email or fax, IV-D staff must:

1. Retrieve the DHS-550 from the Resource Directory, which is located under the Program Library tab on mi-support.
2. Complete the Requester Identification Information section:

a.
Requester Name - Enter the name of the person completing the request form.
b.
Date of Request - Enter the date the request was submitted.

c.
Email Address - Enter the email address of the requester.
d.
Fax Number – Enter the fax number of the requester.
e.
Phone Number - Enter the direct telephone number of the requester.
f.
County and Office - Enter the county and office (friend of the court [FOC], prosecuting attorney [PA], or OCS) of the requester.
g.
IV-D Number – Enter the IV-D number of the case needing a change, if applicable.
h.
Docket Number – Enter the docket number of the case needing a change, if applicable.

i.
Requested Mode of Response - Select the mode, fax or email, by which the requester would like a response.

3. Fill out the Action Requested section:

a.
New Entry - Select this box to request the entry of a FIPS code that does not exist in MiCSES. If this box is selected, IV-D staff must complete the following fields:

· FIPS Code – Enter the number of the new FIPS code.

· FIPS Type - Enter the letter of the new FIPS type.
· P, C, D, R, M, E, S, T.

· FIPS Name - Enter the name of the new FIPS type.
· P = Collection

· C = Central Registry

· D = IV-D Director

· R = Other (SS) – Resp (PA)

· M = Central Registry

· E = Region

· S = State Parent Lo Svs

· T = Tax Offset. 
· Phone Number - Enter the telephone number of the new FIPS code.
· Fax - Enter the fax number of the new FIPS code.

· Address - Enter the address of the new FIPS code. The address must include street address, city, state, country and ZIP code.
· Contact Name - Enter the contact name of new FIPS code.

· Additional Information – Enter information that is relevant to list on the FIPS screen on MiCSES.


	b.
Modification - Select this box to request a modification of a FIPS code that exists on MiCSES. If this box is selected, IV-D staff must complete the following fields:

Change FROM section:
· FIPS Code - Enter the current FIPS code.
· FIPS Type - Enter the current FIPS type.

· P, C, D, R, M, E, S, T.

· FIPS Name - Enter the current name of the FIPS type.

· P = Collection

· C = Central Registry

· D = IV-D Director

· R = Other (SS) – Resp (PA)

· M = Central Registry

· E = Region

· S = State Parent Lo Svs

· T = Tax Offset

· Phone Number - Enter the current telephone number of the FIPS code.

· Fax - Enter the current fax number of the FIPS code.

· Address - Enter the current address of the FIPS code. The address must include street address, city, state, country and ZIP code.

· Contact Name - Enter the current contact name of the FIPS code.

Change TO section:
· FIPS Code - Enter the number of the modified FIPS code.
· FIPS Type - Enter the letter of the modified FIPS type.

· P, C, D, R, M, E, S, T.

· FIPS Name - Enter the modified name of the FIPS type.

· P = Collection

· C = Central Registry

· D = IV-D Director

· R = Other (SS) – Resp (PA)

· M = Central Registry

· E = Region

· S = State Parent Lo Svs

· T = Tax Offset. 
· Phone Number - Enter the modified telephone number of the modified FIPS code.

· Fax - Enter the modified fax number of the FIPS code.

· Address - Enter the modified address of the FIPS code. The address must include street address, city, state, country and ZIP code.

· Contact Name - Enter the modified contact name of the FIPS code.

· Additional Information – Add information that is relevant to list on the FIPS screen in MiCSES.


	c. Once the fields for each new or modified entry are completed, IV-D staff must complete the following fields regarding the verification of the requested action as necessary:

· From what source was the FIPS information received (e.g., transmittal received with new FIPS information or a CSENet transaction, etc.)?
· Name of Contact Person who verified information - Enter the name of the person who verified the FIPS change (new or modified).
· Contact Person’s Phone - Enter the telephone number for the person who verified the FIPS code information.

· Contact Person’s Fax - Enter the fax number for the person who verified the FIPS code information.

· Date of Verification - Enter the date that the contact person verified the FIPS code information.

· Additional Information - Enter any additional information regarding the verification of the FIPS code and type.
4. Send the completed DHS-550 (along with proper verification) to the OCS Central Operations via:
a. Email to – mdhhs-ocs-fips@michigan.gov; or

b. Fax to - (517) 335-3030 (information received from an outside source must be attached as verification).


The subject line for email and fax requests must include:

· The name of the FIPS code if requesting a new entry; or

· The name of the current FIPS code if requesting a modification.


Note: IV-D staff must not enter information needed for processing the request in an email message or on a fax cover sheet. All pertinent information must be entered in the Additional Information fields on the request form.

B.
Upon receipt of a FIPS change or add request, OCS Central Operations staff will:
1.
Send an email or call the requester confirming receipt of the DHS-550.
2.
Review the DHS-550 for completeness:

a.
If the request is not complete, OCS Central Operations staff will send an email or call the requester and ask for additional information.
b.
If the request is complete, OCS Central Operations staff will research the request to avoid possible duplications:
i.
If the request is a duplicate, OCS Central Operations staff will not make any changes to the FIPS screen.
ii.
If the request is not a duplicate, OCS Central Operations staff will enter the new FIPS data or change the existing FIPS data on the FIPS screen.

3.
Notify the requester by email (preferred) or by telephone that the change or add is complete within MiCSES.
C.
Request Status section – OCS Central Operations staff will:

1. Completed/Rejected – Check the appropriate box.
2. Name – Enter the name of the OCS Central Operations worker.

3. Date – Enter the date.

4. Additional Information – Enter any additional information regarding the request.




DHS-550 (Rev. 6-16) Previous edition obsolete.
1

