C300-061





SUSPENSE ACTIONS





APPLICABLE TO:		Suspense Clerk





FORMS: 				DCFS 6-2, Closed Case Transmittal


					DCFS 6-4, File Keepers Envelope


					DCFS 213, Request For Case Record


					DCFS 2241, Closed Case Retrieval Request


					DCFS 261, Inactive Record Transmittal and Control





DOCUMENTS:		None





It is the Suspense Clerk’s responsibility to maintain accurate records of all cases in Suspense, to process requests for cases, to send cases to storage and file miscellaneous mail in cases stored in Suspense.





A.	WHEN:   A CLOSED CASE IS RECEIVED





WHO�
      HOW�
�
�
�
�
SUSPENSE CLERK





�
Receive case from the Unit Clerk with the attached DCFS 261 and WCMIS Case Summary.





Enter the date in the “Date Received at Suspense” box of the DCFS 261 and complete the following:





a)	File the white copy of the DCFS 261 in a Suspense 	Alphabetical file.  Pull and destroy after one year.





b)	File the yellow copy in a Suspense Chronological 	Closing Control file.





c)	Forward the pink copy to the Transfer Desk.





File case on shelf in alphabetical order.  Retain for 60 days before sending to storage.�
�






B.	WHEN:		CASES ARE TO BE SENT TO STORAGE





WHO�
      HOW�
�
�
�
�
SUSPENSE CLERK�
Pull and destroy the yellow copy of the DCFS 261.





Pull hard copy case from the shelf.�
�






WHO�
      HOW�
�
�
�
�
SUSPENSE CLERK�
Complete a DCFS 6-2 listing case(s) going to storage.


a)	Attach the white and yellow copies to the cases.


b)	File the pink control copy.


c)	Mail cases to storage.


d)	Upon receipt of the yellow copy from storage, pull and 		destroy the pink copy.


e)	File the yellow copy for audit purposes.  Retain for 1 		year, then destroy.


�
�



C:	WHEN: MISCELLANEOUS MAIL IS RECEIVED FOR FILING





WHO�
      HOW�
�
�
�
�
SUSPENSE CLERK�
Locate the case name on the piece of mail and file mail in appropriate case.  


When a case has already been sent to storage:





	a)	Complete a DCFS 2241 to borrow the case from 			storage.  Retain the pink copy for office control.





b)	Insert the DCFS 2241 into a DCFS 6-4 envelope.





c)	Mail the envelope to storage.





d)	Upon receipt of the case, file the mail in the case and return the case to storage. 





e)	Destroy pink copy of the DCFS 2241.  File the white copy for office control.  Destroy after one year.�
�






D.	WHEN:   A REQUEST FOR A CASE IS RECEIVED





WHO�
      HOW�
�
�
�
�
SUSPENSE CLERK�
INTER/INTRA OFFICE CASE REQUESTS





Receive an original (white) and one copy (yellow) of a DCFS 213 from the SAAMS Unit.�
�



WHO�
      HOW�
�
�
�
�
SUSPENSE CLERK�
Pull the control copies of the DCFS 261 and;





a)	destroy the yellow copy;





b)	annotate the white copy with the location, file number 	and name of the requester;





c)	staple the yellow copy of the DCFS 213 to the back of 	the white copy of the DCFS 261;





d)	file in the Suspense Alphabetical file.  Destroy after 	one year.





Pull the case from the shelf.  Attach the yellow copy of the DCFS 261 and the white copy of the DCFS 213 to the case.





4.	Mail/deliver the case to the requesting unit/office/region.�
�
�
�
�
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