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1. Definitions  
 
A lien is a legal claim against a debtor’s property, or other assets, to secure the payment of a 
debt. When the obligor’s property is sold or refinanced, or there is an insurance settlement, 
DCSS can obtain some or all of the proceeds to pay towards past-due child support. 

 
An administrative lien allows DCSS to secure the obligor’s property or assets to pay child 
support without the need for court action.  It is an administrative enforcement remedy that 
DCSS uses to collect child support when the cases meet specific criteria. The majority of 
administrative liens that result in collecting support for families come, from placing an 
administrative lien on real property.  
 
A judgment is the result of an official written decision from a judicial officer for an amount of 
child support owed for, or during, a certain period of time. A judgment for a child support debt 
remains active until it is paid in full regardless of case status with the IV-D agency.  
 
A judgment lien is created when the judgment is recorded with the county recorder’s office in 
the county issuing the judgment. The judgment lien attaches to any property or assets currently 
owned or owned, in the future, by the obligor in the county where the lien is recorded. A 
judgment for debt and the resulting judgment lien, when not paid in full, remains in full effect 
regardless of closure or in cases in which the obligor is deceased.  
 
The Child Support Lien Network (CSLN) is contracted with DCSS to evaluate open cases on an 
on-going basis to identify those meeting the criteria for an administrative lien and with obligors 
who own property against which an administrative lien can be placed.   
 

CSLN’s role includes: 
 Researching obligor records to identify actual real property owned by the obligor. 
 Preparing and issuing the two warning  letters required by Arizona law: 

  Notice to Establish Lien 
  Final Notice to Establish Lien 

 Issuing and recording the liens with the appropriate county recorder’s office. 
 Sending a copy of the lien to the NCP by certified mail. 
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2. Administrative Liens 
 
An Administrative Lien may be established when an NCP has an arrears balance equal to two 
months or more in child support and cash medical support. 
 
CSLN issues administrative liens when: 
 

 The NCP arrears amount equals to 4 months of support and at least $500 of arrearages. 

 The arrears balance increases in an amount in excess of $10,000. 

 New property is located. 
 
Appointed DCSS staff has access to the CSLN database including the Lien Team, ARU and CSOA; 
however, the DCSS Lien Team is the main point of contact for all processes and questions 
regarding CSLN and administrative lien. In addition, the DCSS Lien team is responsible for 
updating the JULD screen with administrative lien information  
 
DCSS workers may pursue and administrative lien under certain circumstances and with 
supervisor approval only. After supervisor approval, the supervisor forwards the administrative 
lien request to the DCSS Lien Team. To avoid duplicating liens, the DCSS Lien Team is authorized 
to send requests to CSLN to proceed with the lien process. When DCSS requests a lien be issued 
for property not found for the NCP, instruct CSLN to record the lien in the county where the 
NCP resides.      

A. Creating and Recording Administrative Liens 

Prior to recording a lien, Arizona law requires two warning letters to be sent to the obligor 
stating the balance owed and expressing the intention to create a lien. The letters also notify 
the obligor of the right to administrative review.   DCSS contracts with CSLN to send the lien 
letters to the NCP. 
 
If the NCP does not dispute the lien, or after an administrative review is resolved, CSLN records 
the lien in the county where the obligor resides or is believed to own property.  CSLN sends a 
copy of the recorded lien to the NCP by certified mail. 
 
Upon receipt of recording, CSLN uploads the recorded lien on the CSLN site and the lien team 
transfers the imaged document into OnBase without a worklist item attach.   
 
The Lien Team follows the below process to add the lien to the Judgment/Admin Lien Detail 
(JULD) screen in ATLAS as an administrative lien:  
 
Adding Recorded Administrative Liens to ATLAS 

1. Go to JULD to verify the administrative lien was not previously added. 
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a. Enter B for Browse in the Action field. 
b. Hit enter 

 
2. If the administrative lien is not listed, add the record by typing in “A” for Add in the 

Action field. 
3. Document the recording date, number, and administrative lien amount. 
4. In the comments section, notate the county that recorded the administrative lien.  
 

B. Releasing Administrative Liens 
 
Administrative liens are released when the cases close, the obligation is paid in full (PIF), or at 
the discretion of DCSS management. When a case closes the administrative lien must be 
released immediately, regardless of whether or not a debt is still owed in the case. 
 
Administrative Liens are released by issuing and recording a lien release with the same county 
recorder where the lien was originally recorded. This may or may not be where the NCP resides, 
instead where the NCP owns property. For example: if a Lien was recorded in Maricopa County 
and a NCP moved to Pinal County and NCP paid his/her debt or the case closed, DCSS would 
release the lien in Maricopa County. 
 
While DCSS contracts with CSLN to place administrative liens on real property owned by the 
obligor, DCSS CSOA staff is responsible for referring the request for release of administrative 
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lien to the DCSS Lien Team for immediate release upon closure or at the discretion of DCSS 
management.  
 
Follows the below process to release the lien: 
 
To release an administrative lien when the lien is PIF (or at the discretion of DCSS): 

1. Generate the Release of Lien (FCSE0001F0287003) from Eloquence. 
a. If the NCP is Spanish speaking, generate the Release of Lien – Spanish version 

(FCSE0001S0287001) in addition to the FCSE0001F0287003 Release of Lien 
Document. 

i. The FCSE0001F0287003 is sent to the Court, County Recorder’s Office, 
and to the NCP. 

ii. The FCSE0001S0287001 is sent to the NCP to notify of the lien release 
2. No DRU is required for closures when original jurisdiction or CP request closure. 
3. A DRU is required for all other closures if one has not been completed within 6 months to 

verify if debts are paid in full.  
 
To release a lien when the case is going to close:  

1. Check the appropriate county recorder’s office website to identify any administrative 
liens that may not be documented on the JULD screen so they can also be released.  

2. Generate the Release of Lien (FCSE0001F0287003/FCSE0001S0287001) from Eloquence. 
The signed lien release is forwarded to county recorder’s office that recorded the 
original administrative lien document. Mail the lien release to the CP and NCP. Note: Do 
not disclose NCP address to CP.  

3. Upon receipt of the recorded lien release from the county recorder’s office; go directly 
to the JULD screen in ATLAS and take the following steps: 

a. Select the appropriate administrative lien to be released and type in “M” to 
modify the record. 

b. Populate the lien release date as the date the authorized signer, signed and 
dated the Release of Lien document.  

c. Use “ADM” to populate the Lien Release Type field 
d. Add the recorded date and recording number located on the upper right 

hand corner of the Lien Release document into the respective fields and 
press enter. 

4. Refer the case to the region for completion of the closure process. 

http://dcssmadcapprod/#DCSS Internal Documents/Eloquence Documents.htm%3FTocPath%3DAPPENDICES%7CDCSS%2520Document%2520Matrix%7C_____3
http://dcssmadcapprod/#DCSS Internal Documents/Eloquence Documents.htm%3FTocPath%3DAPPENDICES%7CDCSS%2520Document%2520Matrix%7C_____3
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3. Judgment Liens 
 
Arizona law requires  judgment liens be released by filing and recording a Satisfaction of 
Judgment (SOJ) and Lien Release when the arrears included in the judgment and its associated 
interest are PIF or waived.   
 
Generally, a worker is alerted to do a Satisfaction of Judgment by Work List Item (WLI) F0105 - 
JDGMT PAID-FILE SATIS; REMOVE LIEN. The system adds this work list item when the individual 
judgment debt is paid in full on the Debt List NCP (DELN) screen. All PIF judgments must be 
satisfied regardless if they were recorded or not. If the judgment was not recorded, the 
Satisfaction is only filed with the court, not the County Recorder’s Office. Auto CAAL - E9444 is 
also automatically created by the system when a judgment debt is paid in full. 
 
When in receipt of a request to release a lien and the lien is determined to a judgment lien and 
not an administrative lien, refer the case back to the original requester or to the CSOA case 
manager. The CSOA case manager reviews the judgment lien and determines if the judgment 
debt is paid in full. If the judgment debt is paid in full, the case manager begins the Satisfaction 
of Judgment and Release of Lien process. 
 
The CSOA case manager completing the SOJ process is responsible for updating the JULD screen 
upon notification of the filing and recording of the SOJ and lien release with County Recorder’s 
Office.  
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Appendix A: Viewing Maricopa County Administrative and 
Judgment Liens 
1. Go to:  

http://recorder.maricopa.gov/recdocdata/ 

 

http://recorder.maricopa.gov/recdocdata/
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2. Type known information into the fields: Docket Number, Recording Number, Name or 
Business Name.  When searching names only, try the last name and the first initial of the first 
name first. If you add too much information, the website may not match your information.  
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3. Select “New Search” and select “All Types of Documents”  or a specific one. In the examples 
below, “Child Support Judgments” and “Release of Child Support Judgment” was selected. 

 

 

 

Note: Child support judgments may also be listed under: Judgment, Child Support Judgment, 
Liens, and Government Liens, etc. The County Recorder determines where the lien will be 
listed.  
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4. If you know when the lien was placed or released, you can type the dates into the “Begin” 
and “End “ field and click the Search button.  
 
 

 
 



Desk Aid  Administrative and Judgment Liens 

DCSS Training Aid   Page 13 
4/5/2016  

5. Click on the Recording Number to see more information. Additional information will appear 
and the option to view the court order is displayed. Click on the pages number. In the above 
example, click on page 2 to view the unofficial court order. The website provides the option of 
selecting the “PNG” or “PDF” format. Select one and then click on “View Image”.  
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Appendix B: Recorded Administrative Lien 
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Appendix C: Recorded Administrative Lien Release 
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Appendix D: Recorded Judgment Lien  
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 Appendix E: Satisfied Judgment Lien Release without 
Consent
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Appendix F: Satisfied Judgment Lien Release with Consent 
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Appendix G: SOJ Flowchart 

 


