
Instruc�ons for Comple�ng the Forms 
(Mo�on and Declara�on for Income Withholding, 
or Order Re: Income Withholding) 1 (September 2023) 

Instruc�ons for comple�ng the Mo�on and Declara�on for Income 
Withholding Order – Spousal or Partner Support 

Match the numbers with the corresponding instruc�on a�er each image. 

1. Insert the name of the county where your judgment or support order is filed.

2. Complete this sentence as it appears on your judgment or support order. Example: In the Matter of
the Marriage of.

3. Insert the court case number for your judgment or support order.

4. Insert the name of the pe��oner. This will be the person one who filed for or ini�ated the judgment or
support order. The other person will be the Respondent. Review your judgment or support order to
iden�fy your role and the other person’s role. The names and roles should match the first page of your
judgment or support order.

5. Insert the name of the respondent.

Note: If you are iden�fied as Co-Pe��oners, you will need to adjust these forms accordingly. You may 
need to cross out the roles and iden�fy yourself and the other person by name or use the term co-
pe��oner.  
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6. If your role is Pe��oner, mark this box.

7. If your role is Respondent, mark this box.

8. Insert name of employer for the person who owes spousal support.

9. Insert name of the person who owes spousal support.

10. If you want payments to be mailed to you, mark this box.

11. Insert the mailing address where payments should be sent. This should be an address that is safe for
others to have and that you check frequently. If you do not have a safe address to provide, you may want
to contact an atorney or licensed paralegal or request payments be transferred to you electronically.

12. If you want payments to be transferred to you electronically, mark this box.



Instruc�ons for Comple�ng the Forms 
(Mo�on and Declara�on for Income Withholding, 
or Order Re: Income Withholding) 3 (September 2023) 

13. Mark the box for the role of the person who owes spousal support.

Note: If your roles are as co-pe��oners, cross out the role and replace with the name of the person who 
owes support.  

14. Insert the current monthly spousal support amount (i.e., 500.00)

15. Insert the date your judgment or support order was signed by a judge.

16. Insert the amount of arrears that are owed to you. This is the past-due amount. To use these forms,
you must be owed more than one month of past-due support.

17. Mark the box according to your role.

18. Insert todays date.

19. Your signature goes here.
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20. Print your name.

21. & 22. Insert your contact address. This should be an address that is safe for others to have and that
you check frequently. It can be different then the payment address if that is needed.

23. Insert your contact phone number. This should be a safe phone number for others to have. If you
want your payments transferred to you electronically, the employer may call you at this number. Court
staff may also need to call you.
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Instruc�ons for comple�ng the Order Re: Income Withholding – Spousal 
Support  

1. Insert the name of the county where your judgment or support order is filed.

2. Complete this sentence as it appears on your judgment or support order. Example: In the Matter of
the Marriage of.

3. Insert the court case number for your judgment or support order.

4. Insert the name of the pe��oner. This will be the person one who filed for or ini�ated the judgment or
support order. The other person will be the Respondent. Review your judgment or support order to
iden�fy each person’s role.  The names and roles should match the first page of your judgment or
support order.

5. Insert the name of the respondent.

Note: If you are iden�fied as Co-Pe��oners, you will need to adjust these forms accordingly. You may 
need to cross out the roles and iden�fy yourself and the other person by name or use the term co-
pe��oner.  
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6. Leave this sec�on blank. The judge will mark the appropriate box based on their decision. If they deny
the mo�on, they will use the blank line to explain why.

7. Insert name of employer for the person who owes spousal support.

8. Insert name of person who owes spousal support.

9. Insert the last four digits of the Social Security number for the person who owes spousal support. If
they have a common name, the employer will need this to iden�fy the appropriate employee. If you do
not know this, leave it blank.

10. Insert the year of birth for the person who owes spousal support. If the person has a common name,
the employer will need this to iden�fy the appropriate employee. If you do not know this, leave it blank.

11. Insert name of person who owes spousal support.

12A. & 12B. Mark the box according to your role, or the role of the person who is owed spousal support. 

13. Insert your name or name of the person who is owed spousal support.

14. Insert the date your judgment or support order was signed by a judge.

15. Insert the name of the county where your judgment or support order is filed.
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16. Insert the current monthly spousal support amount (i.e., 500.00)

17. Insert the amount of arrears that are owed. This is the past-due amount. To use these forms, you
must be owed at least one month of past-due support.

18. Insert any other finding the court may need to make.

19. Insert the Monthly amount to withhold as calculated using the Income Withholding Calculator found 
on the Oregon Child Support Program website @ OregonChildSupport.gov under Calculators & Laws. 
This should be the amount found in cell D3 (120% of the monthly court ordered amount)

19A. Insert the Semi-Monthly amount to withhold as calculated using the Income Withholding 
Calculator. This should be the amount found in cell D4.  

19B. Insert the Bi-Weekly amount to withhold as calculated using the Income Withholding Calculator 
This should be the amount found in cell D5. 

19C. Insert the Weekly amount to withhold as calculated using the Income Withholding Calculator. This 
should be the amount found in cell D6. 

https://justice.oregon.gov/child-support/xls/income_withholding_calculator.xlsx
https://www.doj.state.or.us/child-support/
https://justice.oregon.gov/child-support/xls/income_withholding_calculator.xlsx
https://justice.oregon.gov/child-support/xls/income_withholding_calculator.xlsx
https://justice.oregon.gov/child-support/xls/income_withholding_calculator.xlsx
https://justice.oregon.gov/child-support/xls/income_withholding_calculator.xlsx
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20. Insert the mailing address where payments should be sent. This should be an address that is safe for 
others to have and that you check frequently. If you do not have a safe address to provide, you may want 
to contact an atorney.   

 

21. Mark the box according to your role.  

22. Your signature goes here.  

23. Print your name. 
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