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 PO Box 830 Canal Street Station 
 New York, NY 10013 
 

REQUEST FOR ADMINISTRATIVE CASE CLOSURE 

You can submit this form to request administrative case closure without going to court. Please 
read the attached instructions and information about administrative case closure. To complete 
the form, use black ink only. A child support representative might contact you to confirm your 
request. 

I wish to administratively close my child support case. If there are any arrears (a past-due 

amount) owed to me, I waive them. Please stop collecting payments from the noncustodial 

parent. I am submitting this request voluntarily. 

Case Information 

My name: ________________________________ My phone number: ____________________ 

Name of the noncustodial parent: ________________________________ 

Case ID/Child support account number: ____________________________ 

 

Money Held on My Account 

If the noncustodial parent has already made a payment(s) that was not yet disbursed to me, I 
request the following: 

□ I waive any money that is held on my account. Please do not send the payment(s) to me. 

□ I want any money that is held on my account. Please send the payment(s) to me. 

Note: To learn if there is money held on your account, call the New York State Child Support 
Helpline at 888-208-4485 or email OCSS Customer Service at dcse.cseweb@dfa.state.ny.us. 

 

I affirm this ____________ 20____, under the penalties of perjury under the laws of New York, 
including Civil Practice Law and Rules § 2106, which may include a fine or imprisonment, that 
the foregoing is true, and I understand that this document may be filed in an action or 
proceeding in a court of law. 

 

 

_________________________________        _______________________________________ 

                                   DATE                                                                     SIGNATURE 

 

mailto:dcse.cseweb@dfa.state.ny.us
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Information about administrative case closure 

You can submit this form to request administrative case closure without going to court. After 
you submit this form, the following will occur: 

1. The Office of Child Support Services (OCSS) removes any past-due amount (arrears) owed to 
you. 

Note: Even if the case is reopened in the future, any arrears you waive cannot be added to 
the case unless you go to court and claim them. 

2. OCSS determines whether your request to close your case can be done, as follows: 

If… Then… 

• No child on the case is currently active 
on cash assistance (CA) or in foster 
care. 

AND 

• If the child(ren) was previously active 
on CA or in foster care, no payments 
are owed to DSS from that time. 

OCSS closes your case (that is, stops charging 
the case and stops collecting payments from 
the noncustodial parent). 

• At least one child on the case is 
currently active on CA or in foster 
care. 

OR 

• The child(ren) was previously active on 
CA or in foster care, and payments are 
owed to DSS from that time. 

OCSS does not close your case. OCSS 
continues to collect any payments owed to 
DSS. 

Note: The case must remain open until the 
child(ren) is not active on CA, the child(ren) 
is emancipated, or the child support order is 
terminated in court. Also, the money that is 
owed to DSS must be paid in full. 

3. In the future, if the court order is still active and the child(ren) has not emancipated, a 
closed case might be reopened, as follows: 

• You can choose to have OCSS collect payments on your behalf again (and reopen the 
case, if it was administratively closed). 

• If the child(ren) becomes active on CA, the case will be reopened. 
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How to complete this form 

Use black ink to complete this form. 

For help, please call the New York State Child Support Helpline at 888-208-4485, email OCSS 
Customer Service at dcse.cseweb@dfa.state.ny.us, or visit the OCSS Customer Service Walk-In 
Center at 151 West Broadway, 4th floor (between Worth and Thomas Streets in Manhattan), 
8am–6pm, Monday–Friday (except holidays). 

Complete the Case Information section as follows: 

• Write your name and the name of the other parent on the case. 

• Write your phone number. Your phone number is optional, but it helps us to resolve any 
questions about your case quickly. 

• Write your case ID, which is included on any mail that you have received from us. If you do 
not know your case ID, call or email us. 

Complete the Money Held on My Account section as follows: 

• Check the appropriate box to indicate whether you waive any money that is held on your 
account (that is, any payment that we have received but not yet sent to you). If you do not 
waive it, we will send you any payment(s) before we close the case. 

• For information about the amount of any money held on your account, call or email us. 

Complete the last section as follows: 

• Write today’s date. 

• Sign your name. 

 

How to submit this form 

Provide OCSS with the completed form and a copy of one piece of identification (ID) that shows 
your photograph and signature (for example, your driver license). Provide the form and copy of 
ID in one of the following ways: 

• Email them to dcse.cseweb@dfa.state.ny.us. 

• Mail them to P.O. Box 830, Canal Street Station, New York, NY 10013. 

• Bring them to the OCSS Walk-in Center at 151 West Broadway, 4th floor (between Worth 
and Thomas Streets in Manhattan), 8am–6pm, Monday–Friday (except holidays). 
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Consider terminating your child support order 

Even after OCSS administratively closes a case, the court order still exists in the Court system. 
At any time, either party can return to court to enforce or modify the order. 

To ensure that the child support order is permanently terminated, it is in your best interest to 
file a modification petition with the court to terminate the court order. You can do this in either 
of the following ways: 

• File a petition online 

On the New York State Unified Court System’s CourtHelp website 
(https://nycourts.gov/courthelp/diy/supportmodification.shtml), click Support Modification 
and Enforcement/Violation Program. Follow the instructions to complete a modification 
petition for termination. 

Upload the petition on the Unified Court System’s Electronic Document Delivery System 
website (https://iapps.courts.state.ny.us/nyscef/SpecialDocumentTransferHome), or print 
the completed petition and mail it or take it to the Family Court where the support order 
was issued. 

• File a petition in Family Court 

Visit the Family Court where the support order was issued and request a modification 
petition to terminate a child support order. 

After your petition is filed, you will receive a summons with the date and time you are to 
appear in court. If you do not appear, your petition might be dismissed or the court hearing 
might be adjourned. You must serve the summons to the noncustodial parent before appearing 
in court. For more information, see the Serving a Child Support Summons flyer 
(www.nyc.gov/assets/hra/downloads/pdf/services/child_support/fly_1135_serving_a_child_su
pport_summons.pdf). 

  

  
 
 
 

Do you have a medical or mental health condition or disability?  Does this 
condition make it hard for you to understand this notice or to do what this notice is 
asking? Does this condition make it hard for you to get other services at HRA?  We 
can help you.  Call us at 718-557-1399. You can also ask for help when you visit an 
HRA office. You have a right to ask for this kind of help under the law. 
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