OKLAHOMA DEPARTMENT OF HUMAN SERVICES
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RE: Pro Se Motion to Modify Existing Judgment Payment
OK-TVD:

Dear

We have received your request to modify your existing judgment payment. You are welcome to
consult with private counsel, prepare your own metion, or use this packet.

Please note that because you complete and file this motion does not mean the court will rule in
your favor. The court will make that decision after hearing testimony from both parties.

If you decide to use the enclosed packet, please be aware that our staff cannot assist you in
filling it out. You must do it on your own using the instructions provided. If you need

additional help, you may want to consult with private counsel,

Sincerely,

TULSA WEST CHILD SUPPORT

Encls.
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INSTRUCTIONS FOR MOTION TO MODIFY
EXISTING COURT ORDERED JUDGMENT PAYMENT

General

You must have a Child Support Order from Tulsa County AND an open child support
case with the Tulsa West Child Support Services Office. If you do not have an Order from Tulsa
County or an open case with DHS, you must file your motion in the court that issued the Order to
pay support, and these forms wiil not work.

If you would like to open a child support case with DIIS, you may obtain an application
online at www.okdhs.org.

The Administrative Court for the Tulsa West Child Support office is located on the fourth
floor at 440 South Houston, Room 401-A, Tulsa, Oklahoma.

Instructions for filling out forms

Before you begin filling the forms out, you will need a copy of your last Order for child
support. You will need to know how much you are ordered to pay monthly on your back child
support, what your district court case number is and your DHS Family Group Number (FGN).
Print neatly and use a pen with blue or black ink.

In the bottom right hand corner of each form in this packet, you will find the word
“Form™ and a number. The numbers will help you identify which forms you will need to
fill out and file first. For example, the first form you need to fill out is Form 1. The
instructions are provided in a checklist, so it may be helpful to check off each box as you
complete that item.

FORM 1

Form 1 is the form that you will use to “ask™ the court to modify your existing judgment
payment. This is called a “Motion to Modify Existing Court Ordered Judgment Payment.”
Fill the motion out compietely.

Look at your last Order for child support. Print the names on your Motion just as they
appear on the Order, in the spaces marked “Plaintiff/Petitioner” and
“Defendant/Respondent.”

Print your District Court Case Number in the blank marked “Case No.”
Leave the space marked “OAH No.” blank. The Court will fill this in.
Print your FGN (Family Group Number) next to the blank marked “FGN:”.
Print your name on the first line (above where it states “your name”).

In paragraph number 1, check mother or father, whichever person was ordered to pay child
support. Then fill in the name(s) of all children and their birthdates, covercd by your
request.
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In paragraph number 2, check the reason you want the child support modified. There must
be a “material and substantial change in circumstances” to ask the court to change the child
support judgment payment.

Print your name in the blank of the sentence that begins “WHEREFORE.”

SIGN where it calls for “your signature” and then print your name and address and phone
number on the lines beneath the signature line.

On the lines below “VERIFICATTION” you will need to put in the date and place where
you signed the form (for example, Tulsa, Oklahoma), and then sign the verification.

THE VERIFICATION IS A LEGALLY BINDING STATEMENT THAT THE

CONTENTS OF THE MOTION YOU HAVE SIGNED ARE TRUE AND CORRECT.

IT IS SIGNED UNDER PENALTY OF PERJURY.

YOU HAVE COMPLETED THE MOTION TO MODIFY
EXISTING COURT ORDERED JUDGMENT PAYMENT.
YOU ARE NOW READY 10 GO TO FORM 2.

FORM 2

Form 2 is the “Order for Hearing.” This is the form the judge will use to set your hearing
date. You will only need to fill in a few blanks on Form 2 before you file your papers.

Print the names, the FGN number, and the District Court Case Number in the blanks marked
“Plaintiff,” “Defendant,” “FGN”, and “Case No.” Leave the space marked “OAH No.”
blank, as you did in Form 1.

DO NOT FILL IN ANY OF THE BLANKS WHICH STATE THE DAY AND TIME OF
THE HEARING. THE COURT WILL FILL THESE IN.
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After the words “Prepared by” at the bottom of Form 2, print your name, address and phone
number on the lines provided.

Fill in the section marked “Certificate of Service.” This lets the Court know how you will
serve the other party. You may need to read the section on “Filing Your Papers” before you
complete the certificate. Once you decide how you will serve the other party, put a check
next to it on the section marked “Certificate of Service.”

Sign your name on the signature line.

YOU HAVE NOW COMPLETED THE ORDER FOR HEARING.
THE NEXT STEP IS TO FILE THE PAPERS YOU HAVE JUST COMPLETED.



FILING YOUR PAPERS

Your next step is filing the papers with the Administzative Court. This will get you a
court date, Next, you will notify the other person of the hearing date. The tnstructions for doing
this are below.

BEFORE YOU FILE YOUR MOTION, YOU WILL NEED TO MAKE COPIES. YOU
WILL ALSO NEED MONEY TO COVER THE COST OF SERVING THE OTHER
PARTY WITH YOUR MOTION AND THE ORDER SETTING THE HEARING. THE
DIFFERENT COSTS AND OPTIONS ARE COVERED BELOW.

BEFORE FILING YOU NEED TO:
Make copies. After Forms 1 and 2 are filled out, you will need to make copies as follows:

3 copies of your signed Motion (Form 1).

3 copies of the Order for Hearing (Form 2). [t is okay to have blanks; you can fill them
in on your copies later.

DO NOT make copies of Form 3 yet ~ just put it in a safe place for now.

Next — take your forms to the Tulsa West office at 440 South Houston, 4th floor, Tulsa.
You will only need your original Motion (Form 1), and your original Order for Hearing
(Form 2), and your copies. DO NOT bring Form 3, the Order Modifying Child Support.

Leave your forms and copies with the receptionist.

The next time the Court is in session, the judge’s clerk will file the motion and the
Judge will set your motion for hearing. This part of the paperwork process may take
approximately 30 days. Your paperwork will then be given to the receptionist for you
to pick up. PLEASE DO NOT CALL to see if your paperwork is ready. A STAFF
MEMBER WILL CALL YOU WHEN A DATE HAS BEEN SET.

WAIT 30 days then return to the Tulsa West office and ask the receptionist if your
paperwork is ready, if you have not received a call. If it is, the receptionist will give 1t
to you. If they are not ready, you will need to come back another time. PLEASE DO
NOT ASK THE RECEPTIONIST WHEN YOUR PAPERS WILL BE READY -
ONLY THE JUDGE HAS CONTROL OVER THAT.

YOU HAVE FILED YOUR MOTION AND HAVE A HEARING DATE.

NOW YOU MUST “SERVE” THE OTHER PARTY
WITH THE MOTION AND THE HEARING DATE.

SERVICE OF YOUR MOTION AND HEARING DATE

Before the Judge can hear your Motion, you must have proof that the other party has been
notified of the Motion and the hearing. This is called “service.” You can “scrve” the other party
in a number of ways. You can send the papers by Certified Mail, Return Reccipt Requested (this
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is the least expensive way); you can have a private process server serve them; or you can have
the Sheriff’s office serve them. Each method and its approximatc cost are described below.

CERTIFIED MAIL., RETURN RECEIPT REQUESTED

If you choose to serve the other party by certified mail, you must request a Return

Receipt (a green card that the person signs when they receive the papers). Follow these steps:
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Insert one file-stamped copy of the Motion and one file-stamped copy of the Order for
Hearing in an envelope and take it to your local post office.

Tell the mail clerk you need to send the letter by certified mail, restricted delivery,
return receipt requested. You must restrict delivery to the person you want 1o serve.
This means the person to whom the papers are addressed must sign the return receipt.

The clerk will direct you to the materials you need to fill out.

Pay the clerk for the postage and costs of certified mail. At the present time (January
20035), these costs are $7.92 for a one-ounce mailing.

Wait to receive the green card (return receipt) in your mail. ** If yon do not get the
card back within one (1) week of the court date, you will have to try one of the
other methods of service. You may also receive the entire packet back in the mail if
the other party does not “claim” the mail or refuses to sign for it. If the mail is
“unclaimed,” you will have to serve the other party by one of the other methods. Also,
if someone other than the other party has signed the green card, there is no service and
you will have to try another method.

When you get the green card back, signed by the person to whom the envelope was
addressed, keep it in a safe place until the court hearing. You will need to give it to the
Judge at the hearing. This is the “proof of service.”

SERVICE BY PRIVATE PROCESS SERVER

Choose the person you would like to use. There are a number of persons to choose
from under “Process Servers” in the yellow pages. Be sure to find out what their
charges are!

‘Write down information the Process Server may need to serve your papcss, such as the
party’s address; their description (be sure to note any special features, like sideburns,
moustache, goatee, tattoos, etc.); what kind of car they drive; and where they work.

Deliver the papers and your additional information to the Process Server and pay the
Process Server. The rates charged by private process servers will vary.

Make surc the Process Server will provide you with a “return of service,” and that the
process server knows it must be returned to YOU. You must have your retum of
service with you on your court datg!




SERVICE BY COUNTY SHERIFE’S OFFICE

Prepare a self-addressed, stamped envelope — addressed to yourself.

Write down information that the Sheriff’s deputy may need to serve your papers, such
as the party’s address; their description (be sure to note any special features, like
sideburns, moustache, goatee, tattoos, etc.); what kind of car they drive; and where they
work, or even hang out. Make sure to include on the note that you want the “return
of service” mailed to you in the envelope you are providing,

Take the envelope and two copies of your motion and Order to the Tulsa County
Sheriff’s Office, 500 South Denver, in downtown Tulsa.

You will need a money order or personal check for $50.00.

Tell the Sheriff’s Office you want personal service and you would like the “return of
service” mailed to you in the envelope you are providing. YOU must have the return of
service with you on your court datc.

YOU HAVE NOW NOTIFIED THE OTHER PARTY
OF THE MOTION AND THE HEARING.

NOW YOU MUST ATTEND THE HEARING AND
GET AN ORDER (Form 3) FROM THE JUDGE.

FORM 3

BEFORE THE DATE OF YOUR HEARING, FILL TN Form 3, “ORDER MODIFYING
COURT ORDERED JUDGMENT PAYMENT.”
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Form 3 is the “Order Modifying Court Ordered Judgment Payment.” This is the form
that the Judge will sign when a decision is made on your Motion. You will only need
to fill in a few blanks on this form before you go to your hearing. YOU WILL NEED
TO BRING THIS FORM WITH YOU TO THE HEARING.

Print the names, FGN number, and District Court Case Number in the blanks marked
“Plaintiff,” “Defendant,” “FGN”, and “Casc No.” (just like you did in Forms 1 & 2).
Look at a copy of your file-stamped Motion to see the “OAH” number assigned to your
case. Fill in the OAH number on Form 3 as it is written on your file-stamped Motion.

On page 2, in paragraph number 1, check either mother or father, whoever was ordered
to pay child support. Fill in the date of the order in the first blank and the existing
judgment payment that was ordered in the sccond blank. DO NOT FILL IN ANY
OTHER BLANKS. GO TO THE BOTTOM OF FORM 3: after the words
“Prepared By,” print your name, address and telephone number.



