DEFARTMENT OF THE NAVY
BUREAU OF NAVAL PERSOMMEL
5720 INTEGRITY DRIVE
MILLINGTON, TN 380550000

BUPERSI NST 7200. 2A
PERS- 652
4 Sep 2003

BUPERS | NSTRUCTI ON 7200. 2A

From Chi ef of Naval Personnel

Subj: COLLECTI ON OF BAD DEBTS | NCURRED BY NAVY MORALE, WELFARE
AND RECREATI ON ( MAR) NONAPPROPRI ATED FUND
| NSTRUMENTALI TI ES ( NAFI S)

Ref : (a) DOD 7000. 14-R, Volunme 7A of Feb 02 (NOTAL)
(b) DOD 7000. 14-R, Volunme 7B, Chapter 28 of
Jun 01 (NOTAL)

Encl: (1) Bad Debt Information Sanple

(2) Bad Debt Notifying Letter

(3) Bad Debt Notifying Letter to Servicenenber's
Commandi ng O ficer

(4) Inpending Wage Deduction for Bad Debt Notifying
Letter to Service Menber

(5) DD 139 (May 53), Pay Adjustnent Authorization

(6) Voluntary Wage Deducti on Consent Agreenent

(7) Inpending Wage Deduction for Bad Debt Notifying
Letter to Federal Enpl oyee

(8) DD 2481 (Apr 86) (EG, Request for Recovery
of Debt Due the United States by Salary O fset

(9) Notice of Intent to Ofset Sanple Letter

(10) Bad Debt Collection through Treasury O f set

Program (TOP) Sanpl e Request Letter

1. Purpose. To issue policies and procedures for collecting
bad debts and associated adm nistrative fees, including

i nvoluntary pay deductions from servi cenenbers and vol untary pay
deductions from Federal enployees, as authorized by references
(a) and (b). This instruction is a conplete revision and shoul d
be reviewed in its entirety.

2. Cancellation. BUPERSINST 7200. 2.

3. Scope. This instruction applies to all Navy Mrale, Wlfare
and Recreation (MAR) Nonappropriated Fund Instrunmentalities
(NAFI's) (hereafter referred to as "MAR NAFI ") operated under the
auspi ces of Conmander, Navy Personnel Conmmand ( COVMWNAVPERSCOW)
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and all bad debts yet to be charged to bad debt expense (i.e.,
witten off).

4. Background. All debtors to a MAR NAFI are liable for their
debts. These debts will normally be discharged through a single
cash paynent. |In rare instances, a repaynent schedul e can be
establi shed that adequately protects the interests of both the
government and the debtor.

5. Policy

a. It is Navy policy to aggressively pursue collection on
all debts owed Departnent of Defense (DOD) or any of its
instrunmentalities under 37 U S.C., section 1007(c). This |aw
aut hori zes the involuntary deduction froma servi cenenber's pay
of amounts that the proper MAR NAFI official (designated by the
installation commanding officer (CO) admnistratively
determnes to be owed the U S. Governnent or any of its
instrunmentalities.

b. Involuntary deductions will be made only fromthe pay of
active duty, reserve and retired servicenenbers. |nvoluntary
pay deducti on does not enconpass debts incurred by non-service
menbers. Instructions for collecting from non-servi cenenbers
are addressed in paragraphs 6b(1)-(5).

c. MAR NAFI is not authorized to assess interest or penalty
charges. However, an equitable admnistrative fee (i.e.,
service charge) for a bad debt will be assessed to cover a MAR
NAFI ' s processing costs.

6. Action. MAR NAFI nmanagers will use the follow ng procedures
in pursuing collection of bad debts. Paragraphs 6a(1)-(8) apply
to servicenenber debtors only. Paragraphs 6b(1)-(5) apply to
non- servi cenenber debtors. Paragraph 6c and 6d apply to both
servi ce and non-servi cenenber debtors.

a. Service nenbers only.

(1) Upon recognition of a bad debt or receipt of a
di shonored check, record the necessary bad debt information. See
suggested format, Bad Debt Information Sanple (enclosure (1)).
Ensure all action taken is recorded on this sheet. To mnimze
the MAR NAFI’'s di shonored check admi ni strative cost, make
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arrangenents with the bank or depository to process bad checks a
second time (no sooner than 24 hours after the first processing)
before returning checks to the MAR NAFI

(2) Attenpt to phone the debtor and verbally informthem
of the problemand the follow ng factors:

(a) Debt anount.

(b) Debt date, e.g., dishonored check date, date
contract/agreenent signed, etc.

(c) Dishonored check/contract/agreenent nunber.
(d) Bank nanme (checks only).

(e) Date check di shonored (checks only).

(f) Reason check di shonored (checks only).

(g) Description of goods/services provided and on
what dates.

(h) Check-cashing (or other) privil eges suspended
until debt is paid. Send updated bad check list to activities
and ensure they are easily accessible to cash registers.

(1) Paynment can be made by cash, certified check, or
nmoney order to the MAR NAFI

(j) To cover the adm nistrative cost of processing
the debt, an equitable service charge, as determ ned by the
command, will be added unless the debt was a check di shonored
because of bank error.

(3) If the debt (including service charge) has not been
paid within 10 days of recognizing the bad debt, send a
notifying letter via certified nail, return receipt requested,
to the servicenmenber (enclosure (2))). For active duty and
reserve personnel, send a notifying letter (enclosure (3)) to
the servicenenber's COif paynment is not received within 7 days
of witten notification to the servi cenenber.
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(4) If the debt is still unpaid after 30 days fromthe
bad debt recognition date, send the servicenenber a second
letter via certified mail, return receipt requested (enclosure

(4)). This letter infornms the servicenenber of their due
process rights and of the inpending involuntary wage deducti ons
if paynent is not initiated.

(5) If after 10 days frommailing the second letter a
sati sfactory response has not been received, a DD 139 (May 53),
Pay Adjustnment Authorization (PAA), enclosure (5) will be
prepared for active, reserve, or retired nmenbers. The requested
pay adjustnent will be for the amount of the bad debt plus the
service charge. Instructions for conpleting DD 139 are also in
encl osure (5).

(6) Send the DD 139, applicable bad debt docunentation
(front and back copies of dishonored checks, debtor signed
contracts/agreenents, etc.) and all correspondence relating to
collection efforts by cover letter to the servicenenber's
di sbursing office/finance center as listed in enclosure (5).
The di sbursing office/finance center will only accept bad debt
files that fully docunent all required collection action. |If
ci rcunst ances prevent conpletion of all required collection
actions, request instructions fromthe disbursing office/finance
center before transferring the file.

(7) I'f the servicenenber settles any bad debts at the
MAR NAFI after a DD 139 has been sent, a nessage nmust be sent to
t he sane disbursing office/finance center, advising the DD 139
shoul d be cancel ed because the servicenenber settled the debt.
If a paynent is later received fromthe disbursing
of fice/finance center indicating the DD 139 was not canceled, a
refund will be made to the servicenenber or a credit DD 139
prepared, whichever is nore practical.

(8) If paynment is not received fromthe disbursing
of fice/finance center within 45 days of submtting the DD 139,
submit a witten status request to the office/finance center and
i nclude a copy of the applicable DD 139. |If paynment cannot be
acconpl i shed through the disbursing office/finance center, the
fol |l owi ng non-servi cenenber collection neasures can still be
exerci sed.
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b. Non- servi cenenbers

(1) Although involuntary pay deduction doesn't apply to
non- servi cenenbers, voluntary deductions can be readily taken
from Federal workers' pay if the MAR NAFI obtains a signed
consent for pay deductions fromthe debtor. Enclosure (6)|is a
suggest ed consent agreenent that MAR NAFI's can have their
custoners sign at the tinme of a purchase, order placenent,
menber ship enrol |l ment, contract signing, etc. The consent form
shoul d al ways be obt ai ned whenever the potential for materi al
charges exist or the custonmer is a credit risk. Even if a
custoner is not a Federal enployee, the signed consent has
universal nerit in any pay adjustnent or debt collection action.
I nclude in SOP and cashier training to sign non-servi cenenber
consent formfor automatic pay deducti ons.

(2) Collection efforts for non-servi cenenber debts
shoul d begin wth verbal attenpts to reach a solution with the
debtor or, if applicable, the debtor's mlitary sponsor. |If
verbal efforts fail, send witten notification, certified mil,
return recei pt requested, to the debtor and, if applicable, the
debtor's mlitary sponsor. Use the applicable parts of
encl osures (1), (2) and (3)| in the collection effort process.

(3) If a debt remains unpaid, choices for recovery still
exi st such as notification fromthe COto the debtor's mlitary
sponsor, wage deductions if the debtor is a Federal enpl oyee who
signed a consent agreenent, referral to Navy Crim nal
| nvestigative Service (NCIS), legal action against the
debtor/referral to the Treasury O fset Program (TOP) as
descri bed in paragraph 6.c.

(4) 1If the non-servicenenber debtor is a Federal
enpl oyee fromwhomthe MAR NAFI has a signed consent agreenent
to wage deductions (see enclosure (6)), and the applicable steps
of enclosures (1) and (2) have been executed, and 30 days have
passed with no response received fromthe debtor on encl osure
(2), send the debtor notification of inpending wage deduction
for bad debt (enclosure (7)), via certified mail, return receipt
request ed.

(5) If, after 10 days frommailing enclosure (7), a
satisfactory response has not been received, prepare a DD 2481,
Request for Recovery of Debt Due the United States by Salary



BUPERSI NST 7200. 2A
4 Sep 2003

O fset (enclosure (8)) for the anmpbunt of the bad debt, plus the
service charge, and forward the form and supporting

docunentation to the enpl oyee's pay office. Enclosure (8) also
i ncl udes DD 2481, guidelines for use of form The MAR NAFI w ||
have to determ ne the proper nailing address for enclosure (8).

c. TOP

(1) Applies to both servicenenber and non-servi cenenber
debt ors.

(2) When all other attenpts at collection have failed
the debt can be referred to the TOP for offset against any
Federal paynents due the debtor.

(3) To be referred to TOP for offset

(a) the debt nust be at | east 180 days but |ess than
10 years ol d.

(b) collection procedures stated in this policy must
have been fol | owed.

(c) a notification letter (enclosure (9)) nust be
sent to the debtor at |east 60 days prior to the date of
subm ssi on of debt for TOP.

(d) the debt rmust be at |east $25 including any
servi ce charge.

(4) After the requirenents |isted above are net, draft a
| etter requesting that the debt be submtted to the Treasury
O fset Programfor collection (see the Bad Debt Coll ection
Through Treasury O fset Program (TOPS) Sanpl e Request Letter
(enclosure (10)). Forward the letter along with a copy of the
front and back of the returned check or a copy of the contract
to Navy Personnel Conmand ( NAVPERSCOV) (PERS-652G4), at the
address listed in enclosure (10). Although sonme of the
information on the formis optional, the nore information
provi ded the better the chance of collecting the debt.

(5) The original files should remain at the |ocal office
in order to answer any questions or settle any disputes that may
arise once the debt is referred to the Departnent of the
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Treasury. This collection nmethod is provided at no cost to the
MAR NAFI. All charges for offset are passed on to the debtor.

(6) As ampunts are collected on the debts, NAVPERSCOM
Recreation and Mess Centralized Accounting System (RAMCAS) wi |
transfer the funds to the command’ s | ocal bank account.

d. Wite-Ofs. Bad debts will be witten off only for
t hose debtors for whominvoluntary pay deduction is not
effective or authorized, such as persons separated fromthe
servi ce, absentees, deserters, or non-servi cenenbers.
Wite-offs can only be approved by the CO

7. Fornms Availability. The following forns may be obtained on
line at http://ww.dior.whs. ml/icdhome/ FORMIAB. HTM

a. DD 139 (May 53), Pay Adjustnent Authorization.

b. DD 2481 (Apr 86), Request for Recovery of Debt Due the

United States by Salary O fset.
?QA ). lognes I

J. W TOMES, I11
Rear Admral, U S. Navy
Deputy Chi ef of Naval Personnel

Di stribution:
SNDL Parts 1 & 2
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FOR OFFI CI AL USE ONLY (Wen Filled In)

Debt or Nane:

Rank/ Rat e/ Posi ti on:

SSN:

Servi ce/ Enpl oyer:

Dut y/ Wor k Addr ess:

Dut y/ Wor k Phone No.

Honme Addr ess:

Home Phone No.

Check/ Cont ract/ Agr eenent No.

Check/ Cont ract/ Agreenent Dat e:

Check/ Cont ract / Agr eenent Anount :

*Bank Ret urning Check:

*Dat e Bank Ret urned:

*Reason Bank Ret ur ned:

Servi ce Charge:

Date Verbally Notified:

Date Letter Notified:

**Date Letter Notified of Inpending Deductions:

**Dat e Forwarded DD 139 or DD 2481:

Amount Pai d/ Dat e:

FOR OFFI CI AL USE ONLY (Wen Filled In)

Encl osure (1)
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BAD DEBT | NFORMATI ON SAMPLE ( CONT’ D)
FOR OFFI CI AL USE ONLY (Wen Filled In)

*If the unpaid debt is not a dishonored check, use these |lines
to list pertinent debt information, e.g., dates and types of
service or goods provided the debtor.

**Servi cenmenbers and Federal enployees only.

2 Encl osure (1)
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BAD DEBT NOTI FYI NG LETTER

From Mrale, Wlfare and Recreation Director (Name of
I nstal |l ation)

To: ( Debt or)

Subj:  YOUR DEBT TO MAR FOR (DI SHONORED CHECK) ( UNPAI D
CONTRACT/ AGREEMENT) NO. | N THE AMOUNT OF
$

1. A personal check that you negotiated with us has been
returned by our bank as di shonored. The follow ng information
concerns the check:

a. Dr awer nane:

b. Duty station or home address:

c. Check anpunt:

d. Check date:

e. Check nunber:

f. Bank nane:

g. Date bank returned:

h. Reason bank returned:

- Alternate paragraph one for Unpaid Contracts/Agreenents:

1. Per the terns of our contract/agreenment no. you
signed with us on , Wwe shoul d have received your
paynent as we have delivered to you in good faith the agreed to
goods/services. The followi ng information concerns this debt:

(List facts relevant to the debt.)

2. Because of this bad debt, your check-cashing (or other)

privil eges have been suspended. Your privileges will remain
suspended until you have repaid the debt with us, either by
noney order, certified check, or cash. |If repaynent is not

received within 7 days fromthe date of this letter, we wll

Encl osure (2)
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Subj: YOUR DEBT TO MAR FOR (DI SHONORED CHECK) ( UNPAI D
CONTRACT/ AGREEMENT) NO. I N THE AMOUNT OF
$

notify your comrandi ng officer in witing of this problem
(Precedi ng sentence and foll owi ng paragraph for servicenenbers
only. See alternate paragraph 3 below for non-servicenenbers.)

3. If you do not repay this debt within 30 days of this letter
and we determ ne the debt neets the administrative criteria, we
will initiate the paperwork to have this debt anount and a
service charge of $ deducted fromyour pay. Therefore, we
encourage you to contact us as soon as possible to arrange a
settlenment. Pl ease phone (nane) at (nunber)

-Alternate paragraph 3 for Federal Enpl oyee Debt ors-

3. If you do not repay this debt within 30 days of this letter,
we will initiate the paperwork to have this debt anpunt and a
service charge of $ deducted fromyour pay. This is per
the witten consent to such action that you signed with us on
(date). Therefore, we encourage you to contact us as soon as
possible to arrange a settlenent. Please phone (nane)

at (nunber.

-Alternate paragraph 3 for Al O her
Non- Ser vi cenenber Debt ors-

3. If you do not repay this debt within 15 days of this letter,
we wll refer this debt to a private collection agency. To
avoid this action we encourage you to contact us as soon as
possible to arrange a settlenent. Please phone _ (nane)  at
(Nunmber) .

2 Encl osure (2)
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To:

Subj :

Ref :
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BAD DEBT NOTI FYI NG LETTER

TO SERVI CEMEMBER S COMVANDI NG OFFI CER

Moral e, Welfare and Recreation Director (Nanme of

(Service Menber's Conmanding O ficer)

DEBT TO MAR FOR (DI SHONORED CHECK) ( UNPAI D

CONTRACT/ AGREEMENT) NO. I N THE AMOUNT OF

$

(a) BUPERSI NST 7200. 2A

1. Per the requirements of reference (a), a dishonored check,

drawn by the individual

named bel ow, was negotiated with us. W

provide you this information for such action as you deem
appropri at e.

a. Drawer nane:

b. Duty station or home address:

c. Check anount:

d. Check date:

e. Check nunber:

f. Bank nane:

g. Date bank returned:

h. Reason bank returned:

i. Date and nmethod drawer was notifi ed:

j. Restitution status:

k. Action requested:

. Additional information:
For further information please contact (nane) at
(nunber) .

Encl osure (3)

I nstall ation)
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Subj: DEBT TO MAR FOR (DI SHONORED CHECK) ( UNPAI D
CONTRACT/ AGREEMENT) NO. | N THE AMOUNT OF
$

- Alternate paragraph one for Unpaid Contracts/Agreenents —

1. Per the requirenents of reference (a), a bad debt was
incurred by us fromthe individual named bel ow. W provide you
this information for such action as you deem appropriate. (List
facts relevant to the debt)

2 Encl osure (3)
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| MPENDI NG WAGE DEDUCTI ON FOR BAD DEBT
NOTI FYI NG LETTER TO SERVI CEMEMBER

From Mrale, Wlfare and Recreation Director (Nanme of
I nstal | ation)
To: ( Servi cenmenber)

Subj: YOUR DEBT TO MAR FOR ( DI SHONORED CHECK) ( UNPAI D
CONTRACT/ AGREEMENT) NO. I N THE AMOUNT OF

Ref : (a) DOD 7000. 14-R, Vol une 7A, Chapter 50
(b) SECNAVI NST 7220. 38E

1. Per reference (a), we advise you of your debt to this U S.
Governnent Instrunentality in the ampunt of $ . This
debt is the result of

2. You may inspect and copy all records and review all
decisions pertaining to this debt. |If you consider this debt
al ready paid, please provide us with a receipt, a cancel ed
check, or other evidence of paynment. If you consider this debt
invalid, please explain to us why - either verbally or in
witing. We will then assist you in resolving the issue.

3. If you admt ow ng this debt but feel you should not be
required to repay it, you have the right to request rem ssion of
the debt. Information concerning the preparation and subm ssion
of rem ssion requests is contained in reference (b). Assistance
in preparing such a request can be obtained from your personnel
of fice.

4. |If you do not wish to exercise your rights as explained in
paragraphs 2 and 3, you have the follow ng options for
liquidating this debt:

a. One-tine cash repaynent.

b. Cash deposit with remai nder to be paid by install nent.

c. Installnment repaynent of the entire debt.

W will grant options 4b or 4c only upon your witten request
and only if a one-time cash repaynent would create a financial

Encl osure (4)
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Subj:  YOUR DEBT TO MAR FOR (DI SHONORED CHECK) ( UNPAI D
CONTRACT/ AGREEMENT) NO. | N THE AMOUNT OF
S
hardship. If you have not repaid us or expressed a preference

within 10 days fromthe date of this letter, we wll prepare a
DD 139, Pay Adjustnent Authorization, and send it to your

di sbursing office to have the debt and service charge of

$ deducted fromyour pay. |In the event of your
separation, any remaining debt will be collected fromyour final
pay and al |l owances. Therefore, we strongly urge you to consult
wWth us in order to arrive at a satisfactory resolution. Please
phone (nane) at (nunber)

2 Encl osure (4)
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PAY ADJUSTMENT AUTHORI ZATI ON FORM

PAY ADJUSTMENT AUTHORIZATION B eyl bk oottt
MEMBER (Last nama) (Firsd) [LES S5AM GRADERANKRATE BRANCH OF SERVICE DATE
PAY GRADE NO. LAST PAY RECORD EXAMMNED AMOUNT APPROPRIATION DATA
FROM NAME OF AQCOUNTABLE D.O.
SYMBOL NO G.A0, EXCERTION CODE
™ = YOU ARE HEREBY AUTHORIZED TO

TO

[] cHarse [ | creoim

L] ® THE MILITARY PAY RECORD OF THE
MEMBER LISTED ABOVE

EXPLANATION ANDIOR REASON FOR ADJUSTMENT

The above adjustment is based on a thorough examination of oll availeble records, If the Disbursing Officer has knowledge thar o previeus adjustment has been

made or why the adiusiment should nor be made for the same item, this authorization should be returned with a brief siafemeni of ihe reason for failure fo make
adyusiment.

FROM CERTIFYING OFFICER (Name, rankigrace, and signafie)

I CERTIFY thar the adjustment indicared above has been entered on the above-named member s Military Pay Record. {If adiustmeny has not been entered, give
explanation on reverse over D.0.'s sigriatiere and symbol mumber. )

TYPED NAME AND GRADE OF 0.0

0.0, SYMBOL NG DATE
TO

SBIGNATURE

MEAPrO=M==TMO

DD FORM 139, MAY 53 EDITION OF THIS FORM NOT HAVING SSAN IS OBSOLETE AFTER 30 JUN 69, meﬂ?ﬁg} Gen, LS

Encl osure (5)
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PAY ADJUSTMENT AUTHCORI ZATI ON (DD 139)
COVPLETI ON | NSTRUCTI ONS

Bl ock

Menber :

SSN:

G ade/ Rank/ Rat e:
Branch of Service:
Dat e:

Pay G ade No.:

Last Pay Record Exam ned:

Anpunt :

Appropri ation Dat a:

From

Nanme of Accountable D. O :

Synbol No.
G A O Exception Code:

To:

Descri ption

Enter nenber's nane (last, first,
mddle initial)

Enter the nmenber's social security
numnber .

Enter nenber's grade/rank/rate.
Enter the nmenber’s service branch
Enter date form prepared.

No entry.

No entry.

Enter the anount of the unpaid
debt plus adm nistrative fee
(service charge).

Enter "Send Check to Navy Moral e,
Wel fare, and Recreation

(Name of Installation and
conplete mailing address.)”

Enter nanme and title of Morale,
Wl fare and Recreation Director
or designated MAR NAFI official.
Enter the nanme of the nenber's

Di sbursing O ficer or applicable
Fi nance Center.

No entry.

No entry.

Enter the nanme and address of the

appl i cabl e D sbursing Ofice or
Fi nance Center.

2 Encl osure (5)



You are Hereby Authorized to:

Bl ock

Expl anati on and/ or Reason
for Adjustnent:

From

Certifying Oficer:

BUPERSI NST 7200. 2A
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Put an X in the Charge bl ock

Descri ption

Enter “Mrale, Welfare and
Recreation, (Nanme of Installation)
has (received a di shonored check)
(incurred an unpaid contract/
agreenent) from above nenber. The
adjustnment is in the amount of the
(di shonored check) (unpaid
contract/ agreenent)

adm nistrative fee (service
charge) totaling $

Enter "A check is to be issued to
Moral e, Welfare and Recreation
(Nanme of Installation) for noney
owed. "

Enter “Mrale, Welfare, and
Recreation,” nane of installation
and addr ess.

Enter nanme of designated Moral e,

Wl fare and Recreati ona
of ficial.

3 Encl osure (5)
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PAY ADJUSTMENT AUTHCORI ZATI ON (DD 139)
FORWARDI NG LOCATI ONS

|f Debtor is:

Navy - Active Duty:

Navy — Reserve:

Navy — Retired:

Marine Corps - Active Duty:

Mari ne Corps — Reserve:

Marine Corps — Retired:

Air Force - Active Duty:

Al r Force — Reserve:

Air Force — Retired:

Then Forward to:

DFAS - CL/F

AJC Federal Buil ding
1240 E. 9th Street

Cl evel and OH 44199- 2055

DFAS - CL/FM

AJC Federal Buil ding
1240 E. 9th Street

Cl evel and OH 44199- 2055

DFAS- CL/FR

US Mlitary Retired Pay
P. O Box 7130

London KY 40742-7130

DFAS - KC/ FBL
1500 E. 95th Street
Kansas Gty MO 64197-0001

DFAS - KC/ FBL
1500 E. 95th Street
Kansas City MO 64147

DFAS

US Mlitary Retired Pay
P. 0. Box 7130

London KY 40742-7130

DFAS - DE/ PMIPA
6760 E. Irvington Pl ace
Denver CO 80279- 3000

DFAS - DE/ PMIPR
6760 E. Irvington Pl ace
Denver CO 80279-7000

DFAS - CL/FR

US Mlitary Retired Pay
P. 0. Box 7130

London KY 40742-7130

Encl osure (5)
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PAY ADJUSTMENT AUTHORI ZATI ON (DD 139)
FORWARDI NG LOCATI ONS ( CONT' D)

|f Debtor is:

Arny - Active Duty:

Arny — Reserve:

Arny — Retired:

Then Forward to:

DFAS - IN

Mlitary Pay Operations
Mai | Stop 103

8899 E. 56th Street

| ndi anapolis IN 46249

DFAS - IN

Mlitary Pay Operations
Mai | Stop 99

Attn: Reserve Pay
8899 E. 56th Street

| ndi anapolis IN 46249

DFAS

US Mlitary Retired Pay
P. 0. Box 7130

London KY 40742-7130

Encl osure (5)
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VOLUNTARY WAGE DEDUCTI ON CONSENT AGREEMENT

| consent to collection fromany anounts due ne fromthe U S
Governnment or its instrunmentalities for unsettled debts plus
appl i cabl e reasonabl e service charges that have been incurred by
me or ny famly nenbers with the (MAR NAFI Nane)

(Customer' s Nane) (Dat e)

Encl osure (6)
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| MPENDI NG WAGE DEDUCTI ON FOR BAD DEBT
NOTI FYI NG LETTER TO FEDERAL EMPLOYEE

From Mrale, Wlfare and Recreation Director (Nanme of
I nstal | ation)

To: (Federal Enpl oyee)

Subj: YOUR DEBT TO MAR FOR (DI SHONORED CHECK) ( UNPAI D
CONTRACT/ AGREEMENT) NO. I N THE AMOUNT OF
$

Ref : (a) Your Voluntary Wage Deduction Consent Agreenent

of (Dat e)

1. Per reference (a), we advise you of your debt to this U S
Governnent Instrunmentality in the anmount of $
This debt is the result of

2. You may inspect and copy all records and review all
decisions pertaining to this debt. |If you consider this debt
al ready paid, please provide us with a receipt, a cancel ed
check, or other evidence of paynment. |If you consider this debt
invalid, please explain to us why - either verbally or in
witing. We will then assist you in resolving the issue.

3. If you do not wish to exercise your rights as explained in
par agraph 2, you have the following options for liquidating this
debt :

a. One-tine cash repaynent.
b. Cash deposit with remainder to be paid by install nent.
c. Installnment repaynent of the entire debt.

W will grant options 3b or 3c only upon your witten request and
only if a one-tine cash repaynent would create a financi al
hardship. If you have not repaid us or expressed a preference
within 10 days fromthe date of this letter, we will prepare a DD
2481, Request for Recovery of Debt Due the United States by
Salary Ofset and send it to your disbhursing office to have the
debt and service charge of $ deducted from your pay.
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4 Sep 2003
Subj:  YOUR DEBT TO MAR FOR (DI SHONORED CHECK) ( UNPAI D
CONTRACT/ AGREEMENT) NO. | N THE AMOUNT OF
$
In the event of your separation, any renaining debt will be

collected fromyour final pay and all owances. Therefore, we
strongly urge you to consult with us in order to arrive at a
satisfactory resolution. Please phone (nanme) at (nunber).
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REQUEST FOR RECOVERY OF DEBT DUE THE UNITED STATES
BY SALARY OFFSET

1. PAYING AGENCY IDENTIFICATION 2, EMPLOYEE IDENTIFICATION
a. MAME a. NAME Lass, Firsr, Micae vt
b. ADDRESS iSrreer, City, State and Zip Coas! b. ADDRESS iStroet. City, State ang Zip Cogia)
¢. DATE OF BIRTH d. SOCIAL SECURITY NUMBER

To liguidate a debt to the United States, the named Creditor Component asks that the debt be collected as shown
from the current pay of the employee identified above. Notices and inquiries concerning the debt should be sent
to the address shown below.

3. DEBT INFORMATION

a. REASON FOR DEBT

b. DATE RIGHT TO COLLECT ACCRUED c. DEBT IDENTIFICATION NUMBER, IF ANY
d. ORIGINAL DEBT AMOUNT $ e. NUMBER OF INSTALLMENTS ﬁ‘h """;'g;‘”‘
f. INTEREST DUE 4 §
W mame, shaw M)
g. PEMALTY DUE & 5
W pang, show NGAJ
h. ADMINISTRATIVE COST s
Y o, shaw AT
j. COMMENCE DEDUCTIONS ON /&
i, TOTAL COLLECTION TO BE MADE . SN o
4. DUE PROCESS ix anclicable items and elther gnfer date action [aken in Cohumn (1) ar X Cokur (21 ar (3 and aitach acknawdedgerment or consent.|
N Sl 0| Date Action | Acknowt- it g | Date Action Acknowl-
3 Taken odgement | Cansant = Takar edgement Consent
LLI] LF] (&3] §1] e ] =]
DAY SALARY OFFSET NOTICE g HEARRI HELD
b. EMPLOYEE DID NOT RESPOND &. DECISION FOR CREDITOR
{Consent assumed) COMPOMNENT
c. EMPLOYEE REQUESTED A 1. OTHER rspecity
HEARING

I certify the following:
(1} The debt identified above is properly due the United States from the named employee in the amount
shown;
(2} This Agency's regulations implementing 5 U.S.C. 5514 have been approved by the Office of Personnel
Management; and
(3) The information concerning this Component’s and the employee's actions is correct as stated.

5. CREDITOR COMPONENT INFORMATION
a. MAME b. APPROPRIATION/FUND
{1) Title {2} Symbal No.

c. ADDRESS iSweer, City, Stare and Zip Code)

d. DISBURSING OFFICER

11) Mame fase, Fist, Adidale dnifial) [2h Symbaol No.
e. CERTIFYING OFFICIAL
[1} Signature {2} Data Signed
(3} Title (4} Telephone Number

DD Form 2481, APR 86
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DD Form 2481
REQUEST FOR RECOVERY OF DEBT DUE THE UNITED STATES
BY SALARY OFFSET

{Debt Claim Form)

AUTHORITY: DoD Instruction 7045.18

GUIDELINES FOR USE OF FORM

The information requirements for
this form are rather obvious and with
the exception of entry 3.e., the
information can be obtained from the
records of the Creditor Component. The
Creditor Component must rely on the
Paying Agency's cooperation and
assistance in ascertaining a debtor's
disposable pay. We recommend that
DeD Components contact the Paying
Agency to get the amount of disposable
pay, compute the appropriate proposed
installment payments and include the
computed amount in the final demand
notice to the debtor. This will ensure
that the proposed installment payments
are correct and assist the debtor in
making a judgment on whether to
challenge the amount of the proposed

installment deduction,

This debt claim form has been
designed primarily for requesting
recovery of a debt by salary offset and
certifying that due process has been
completed when a debtor has not:
responded to a demand for payment;
requested a hearing; or refuted the
Creditor Component’s proposed
installment deductions.

Regulations limit installment pay-
ments to 15 percent of a debtor's
disposable pay, unless the debtor has
authorized a larger amount to be
withheld. The Creditor Component is
required to designate on the debt claim
form the number of installments and the
amount of each installment when
requesting offset from the Paying
Agency. However, if the Creditor
Component has not been successful in
obtaining a debtor's disposable pay,
entry 3.e. may be completed by
including the words, "15 percent of
disposable pay." In this case, entry 3.i.
would be left blank.

DD Form 2481, APR 86
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NOTI CE OF | NTENT TO OFFSET
( SAVMPLE LETTER)

(Date Letter Mail ed)

(Nanme of Debtor)
(Address of Debtor)

RE: Anpbunt of past due debt owed to: (MAR/ VQ Fund Nane)
$( Amount owed) Date debt becanme past due: (Date of
Del i nquency) Account/Case Nunber: (Enter Internal Nunber
i f Used)

Dear: (Name of debtor)

1. You have not paid the amunt you owe to (MAR/ VQ Fund Nane).
(I'f not previously provided, explain the nature of the debt.

For exanpl e, bounced check number XX dated XX/ XX/ XX). |If you do
not pay your debt or take other action described bel ow before
(date equal to 60 days fromthe date of this letter), (MW VQ
Fund Nane) will submt your debt to the U S. Departnent of
Treasury OFfset Program The total anount |isted above includes
a service charge of $ (amobunt of your service charge).

2. TREASURY COFFSET PROGRAM (TOP): Once your debt is submtted
to the TOP, the U S. Departnent of the Treasury (U. S.
Treasury) will reduce or w thhold any of your eligible Federal
paynments by the anmount of your debt. This process, known as
“offset” is authorized by the Debt Collection Act of 1982 and

t he Debt Collection Inprovenment Act of 1996. You may not
recei ve another notice before your paynent is offset. Federal
paynments eligible for offset include:

a. your Federal incone tax refunds (See attachnent A for
addi tional information).

b. your Federal salary pay, including mlitary pay (See
attachnment A for additional information).

c. your Federal retirenent, including mlitary retirenent
pay.

d. vyour contractor/vendor paynents.
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e. certain Federal benefit paynents, such as Soci al
Security (other than Supplenental Security Incone (SSl)),
Rai |l road Retirenment (other than tier 2), and Black Lung (part B)
benefits.

f. other Federal paynents, including certain |loans to you,
that are not exenpt from of fset.

3. Before we submt your debt to the TOP, we are required to
tell you that you may (1) inspect and copy our records rel ated
to your debt; (2) request a review of our determ nation that you
owe this debt and if required by |law, request a waiver of all or
a part of the debt; this review may be in the formof a hearing
if we determne that a hearing is required; and (3) enter into
an acceptable witten repaynent agreenent. (See attachnent A
for additional information.)

4. TO AVO D THE TOP, you nust do one of the follow ng by (date
equal to 60 days fromthe date of this letter):

a. Repay your debt. To repay your debt, send a check or
noney order, payable to (Enter the name of your MAR/ VQ Fund),
for the full anpbunt that you owe to: (Fund' s mailing address).

b. Agree to a repaynent plan. |f you are unable to pay
your debt in full, you must contact (nane of the MAR VQ Fund POC
and tel ephone nunber), agree to a repaynent plan acceptable to
us, and nmake paynents required in the repaynent plan.

c. Request a reviewif you believe the debt is not owed.
I f you believe that all or a part of the debt is not past due or
| egal |y enforceable, you nust send evidence to support your
position to: (name and address of local MAR/ VQ Fund). W wll
i nformyou of our decision about your debt.

5. BANKRUPTCY. If you filed for bankruptcy and the automatic
bankruptcy stay is in effect, you are not subject to offset
while the stay is in effect. Please notify us of the stay by
sendi ng evi dence concerni ng the bankruptcy. |[If you make or
provi de any knowi ngly false or frivolous statenents,
representations, or evidence, you may be liable for penalties
under the False Clains Act (31 U S. C. 883729-3731), or other
applicable statutes/crimnal penalties under 18 U.S.C. 88286,
287, 1001 and 1002, or other applicable statutes.
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6. Unless prohibited by |law or contract, we will pronptly
refund to you any anmounts paid by you or deducted from your
paynment for your debt which are |ater waived or found not owed
to the United States.

7. 1f you have any questions about this letter or your rights,

you should contact (name of the MAR/ VQ Fund POC and tel ephone
nunber) i nmediately.

Si ncerely,

(Your MAR/ VQ Fund)

Encl osure
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ATTACHVENT A

1. If you file a joint income tax return you should obtain
Departnent of Treasury Internal Revenue Form 8379, Injured
Spouse Claim and Allocation, before filing your return. The
instructions wll explain the steps your spouse may take to
obtain their share of your joint inconme tax refund.

2. If you are or becone a federal enployee your current net

di sposabl e pay is subject to offset if you do not pay your debt
or take other action as described in the attached letter. Under
the TOP, the U S. Treasury will deduct up to 15 percent of your
di sposabl e net pay beginning in the pay period that your debt is
submtted to the TOP, and continuing every pay period until your
debt, including interest, penalties and other costs is paid in
full.

3. You are entitled to a hearing to dispute the existence or
anount of the debt, or the amount of the payroll deduction. To
request a hearing, you nust file a witten request for a hearing
no later than 15 days fromthe date of this notification. The

timely filing of a petition for hearing will stay the
comencenent of salary offset proceedings. A final decision on
the hearing (if one is requested) will be issued no |ater than

60 days after the filing of a petition requesting the hearing
(unl ess extended by the hearing official). Witten requests for
a hearing nust be sent to: (enter the local MAR/ VQ mailing

addr ess).

4. |If you make or provide any knowi ngly false or frivol ous
statenents, representations, or evidence, in addition to other
penal ties, you nmay be subject to disciplinary actions. |f you

beconme a Federal enployee after receipt of this letter you
shoul d contact (enter the nanme and tel ephone nunber of POC at
| ocal MAR/VQ of fice) i mediately.
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BAD DEBT COLLECTI ON THROUGH
TREASURY OFFSET PROGRAM (TOPS) SAMPLE REQUEST LETTER
FOR OFFI CIl AL USE ONLY (When Filled In)

From Mrale, Wl fare and Recreation Director (Nanme of Installation)
To: Navy Personnel Command ( PERS-6524)

Subj: REQUEST FOR BAD DEBT COLLECTI ON THROUGH TREASURY OFFSET
PROGRAM ( TOPS)

1. The following information is being provided to initiate bad
debt collection through the Treasury O fset Program (TOPS):

(*Mandat ory | nformation)

* Debtor Nanme (Last, First, Mddle):
* Social Security Nunber:

Rank/ Rat e/ Posi ti on:
Branch of Service/ Enpl oyer:
Dut y/ Wor k Addr ess:
Duty/ Wrk Phone Nunber: ( )

* Home Address:

Home Phone Number:  ( )

* Check/ Contract/ Agreenent Nunmber: Date:

* Check/ Contract/ Agreenent Anount :

Nane of Bank Returning Check:

* Date Bank Returned Check:
Reason Bank Ret ur ned:

* Service Charge Anount: $
Dat e Debtor Verbally Notifi ed:
Date Debtor Notified by Letter:

* Ampunts Paid: $ * Date of Paynents:

* Date TOPS Letter Sent and Result:

Further Requests, Notifications and Responses:

* |f we are able to collect the debt, where should the
anmount be credited?

* BLAS Codi ng: (Fund/ Act/ QL Acct/ Dept)

* SAP Codi ng: (Co Code/ GL Acct/Cost Center or Custoner No.)

FOR OFFI CIl AL USE ONLY (When Filled In)
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FOR OFFI CIl AL USE ONLY (When Filled In)

Subj: REQUEST FOR BAD DEBT COLLECTI ON THROUGH TREASURY OFFSET
PROGRAM ( TOPS)

2. |If you have any questions related to the above information,
our PCC is , Comm (_ ) , DSN ,
E- Mai | P652GA@er snet. navy. m| .

Si gnat ure

Note: Attach copy of both front and back of returned check and
forward to:

Navy Personnel Conmmand (PERS-652()

5720 Integrity Drive

M I 1lington, TN 38055-6520

Phone — Conm (901) 874-6623/ DSN 882, Fax 6811
E-Mail —

FOR OFFI CIl AL USE ONLY (When Filled In)

2 Encl osure (10)
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