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Introduction

A Standard Operating Procedure (SOP) is a set of written instructions that document a repetitive or routine
activity followed by individuals within an organization. The development and use of SOPs are an integral part of a
successful organization, as they provide individuals with the information to perform a job or carry out a task
properly and facilitate consistency in the quality and integrity of the end-result.

This guidance applies to processing corrective personnel actions that will result in a debt for current VBA
employees.

Scope

This SOP outlines the process used by VBA Office of Talent Management (OTM) to provide written notification to
employees regarding creation of a debt due to processing a human resources (HR) corrective or retroactive
action.

Related Guidelines
These procedures are in accordance with the Settlement Agreement dated June 6, 2013, between the American

Federation of Government Employees (AFGE) and Department of Veterans Affairs (VA) [Attachment A] and will
apply to all VBA non-SES employees.

Responsibilities

OTM HR Assistant

Upon discovery/notification that the employee has a salary discrepancy, informs the Supervisor
and forwards the discrepant information to the assigned HR Specialist. Processes the coding of the
action(s) for overpayment/underpayment, as necessary.

OTM HR Specialist

Upon discovery/notification that an employee has a salary discrepancy, immediately researches
and verifies the information. Notifies the supervisor immediately of salary concerns along with the
circumstances surrounding the error. Upon validation of the pay error, prepares and issues official
notification via VA Memorandum to the employee of the salary discrepancy.

OTM Supervisor

Receives preliminary and official notification from the HR Specialist that a salary discrepancy
occurred. Performs secondary review of notice to employee and provides concurrence. Notifies
Human Resources Center (HRC) Director of salary discrepancy.
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Procedures

A. Upon identifying an error in an employee’s record that will cause the employee to incur a debt, the
servicing HR Specialist will prepare a Notice of Indebtedness Memo (NIM) [Debt Memo Templates in
Section 6.3 of this document].

1. The NIM will be prepared as soon as practicable, but normally no later than two business days
after the error is discovered. Any date after two days requires a memo to the HR Specialist’s
supervisor detailing the delay.

2. The NIM will include:

e \What action caused the debt

e Why the action was processed (i.e. the series of events which resulted in the need to process
the transaction)

e The estimate of debt as calculated by the HR Office

e Information on whether the employee will receive a mailed notice of indebtedness from
DFAS

e Information regarding the debt waiver process

e Information that DFAS will issue the official notice of indebtedness

e The names of the HRC Specialist and HRC Supervisor the employee can contact if
additional information is required

3. The HR Specialist will use the Debt Memo Templates in Section 6.3 of this document when
preparing the NIM and will choose the most appropriate template to insert information specific
to the debt situation. The available templates are as follows:

e Notice of Indebtedness for Back Premiums/Loan Repayments

e TSPError

e Notice of Indebtedness for Back Premiums/Loan Repayments (Benefits Error)
e Notice of Retirement Coverage Discrepancy (SSA)

e Notice of Overpayment/Indebtedness (Retro Actions)

e Notice of Overpayment/Indebtedness (Awards)

4. The HR Specialist will provide the NIM and any other information pertaining to the situation to
the HRC Supervisor for review/concurrence.

5. The Supervisor will review, ensure information is accurate, provide concurrence, and forward
the NIM to the HRC Director within two business days.

6. The HRC Director will review the NIM, digitally sign, and return to appropriate HR Specialist for
dissemination within one business day.

7. The HR Specialist will email the NIM to the RO or Business Line HR Liaison for awareness and
distribution to the employee. The HRC supervisor will be copied on the email to the HR Liaison
to ensure timely delivery by the HRC HR Specialist. The employee with indebtedness should be
presented the memo by their HR Liaison in person or by certified mail for those employees that
are virtual or remote.

8. Acopy of the NIM will be retained in the appropriate folder on the local shared drive.
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B. Once the notification to the employee is made, the appropriate SF52 is initiated by the OTM HR
Specialist to begin the corrective action(s). In no event will the corrective action be coded prior to
notice to the affected employee.

C. The corrective action(s) will be coded no later than the following pay period after notification. The
HR Specialist will provide the employee with any documents required in the debt waiverprocess.

Additional Information

References

5 USC5514(a)(2)

VA Financial Policy Volume XII

OPM Guide to Processing Personnel Actions

Debt Collection Improvement Act

VA Roles & Responsibilities: Request for Waiver of Debt Due the VA
VA Roles & Responsibilities: Waiver Request Post Conversion

VA Roles & Responsibilities: Hearing Request

Settlement Agreement

Attachment A

Debt Memo Templates

Attachment B


https://uscode.house.gov/view.xhtml?req=granuleid%3AUSC-prelim-title5-section5514&num=0&edition=prelim
https://www.va.gov/finance/policy/pubs/volumeXII.asp
https://www.opm.gov/policy-data-oversight/data-analysis-documentation/personnel-documentation/processing-personnel-actions/toc.pdf
https://www.gao.gov/assets/240/233765.pdf
http://vaww.fscdirect.fsc.va.gov/docs/Payroll/Roles_and_Responsibilities/Request_for_Waiver_of_Debt_Due_the_VA.pdf
http://vaww.fscdirect.fsc.va.gov/FSCDIRECTFSC/docs/Payroll/Roles_and_Responsibilities/waivers%20roles%20and%20responsibilities%20Jan%206.docx
http://vaww.fscdirect.fsc.va.gov/FSCDIRECTFSC/docs/Payroll/Roles_and_Responsibilities/Debt_Hearing_RR_Clean_Final.docx
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SETTLEMENT AGREEMENT

This Settlement Agreement ("Agreement") is made by and between the American
Federation of Government Employees, National Veterans Affairs Council 53 (“NVAC” or
“Union”), and the Department of Veterans Affairs (“VA” or “Agency”) (collectively, ‘the
parties”). This Agreement is in consideration of the mutual promises and representations
contained herein in regard to the National Grievance filed by NVAC on April 29, 2011,
claiming that VA failed to comply with 5 USC § 5514}?)(2) concerning notice of the nature
of indebtedness (“National Grievance”). This Agreement resolves any and all claims
stemming from, arising out of, or related to the facts underlying the National Grievance.

1. Notification of the Nature of Indebtedness to Employees

When a corrective action is generated by VA Human Resources and/or Payroll that
may cause the creation of a debt for an employee, the Agency agrees to provide the
employee with notice of the following:

a. an explanation of the type of corrective action that was processed and why;

b. a statement that the processed action may (or may not) result in the employee
receiving a notice of indebtedness from the Defense Finance Accounting Service
(“DFAS"); and,

C. a statement that DFAS will issue the official notice of indebtedness and that the due
process available to the employee will be fully explained in the letter from DFAS, if
applicable.

2. Withdrawal of National Grievance

By execution of this Agreement, the Union voluntarily withdraws the National
Grievance dated April 29, 2011 and waives any and all actions, claims, complaints,
grievances, appeals or proceedings of whatever nature arising from the allegations
contained in the National Grievance. The Union agrees to promptly provide any

document or take other action necessary to effectuate the withdrawal or dismissal of the
National Grievance.

3. Waiver of Bargaining
The Union agrees to waive its right to request bargaining concerning the

Agency’s implementation of a new Standard Operating Procedure (“SOP”) (Attachment
A).
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4, Attorneys’ Fees and Costs
VA and NVAC agree to pay their own attorney fees and costs.

5. Authority of Parties

The parties agree that they have full authority to enter into this Agreement and to
make the promises, obligations and considerations contained herein.

6.  Stipulations
The parties further stipulate and agree that:

a. The parties have entered into this Agreement freely and voluntarily.
b. This Agreement does not constitute an admission of guilt, fault or wrongdoing by
either party.

C. The obligations of the parties specified above constitute consideration sufficient
to render this Agreement enforceable by either party.

d. This Agreement shall not serve as precedent for resolving any other complaints,
grievances, appeals or actions that may be filed.
e. This Agreement constitutes the entire understanding between the parties

regarding the resolution and settlement of this National Grievance, and there are no
other terms or commitments, verbal or written, regarding the settlement of this National
Grievance.

f. The Agency or the Union may submit this Agreement as evidence of withdrawal
of the National Grievance or as evidence of AFGE’s waiver of any and all actions,
claims, complaints, grievances, appeals or proceedings of whatever nature arising from
the allegations contained in this National Grievance.

g. Either party may bring a claim in the form of a grievance arising by reason of
breach of any term of this Agreement.
h. This Agreement may not be modified except by a written agreement signed by

the undersigned herein.

€

Roy Coles
For the Agency

Date: (,//(;/ [20/%





EXHIBIT A

Standard Operating Procedures
Notification to Employees regarding Debt Letter DFAS Generates

Purpose

This Standard Operating Procedure (SOP) outlines the process that both the Human Resources
and Payroll Offices will follow in providing written notification to employees who may be
notified by Defense Finance Accounting Service (DFAS) that a debt has been established.

The scope of this SOP pertains to debts that DFAS may establish on VA employees that are the
direct result of transactions processed by HR and/or timecard corrections processed by Payroll
where the end result will be the reversal of a payment that was previously paid to a VA
employee.

Background

When it has been determined that there are inaccuracies in an employee’s HR or Payroll records
based on HR processing and/or Payroll corrections to a Timecard, the HR and/or Payroll Office
is responsible for taking corrective action. This corrective action includes sending the corrective
actions to DFAS.

DFAS’ payroll system, Defense Civilian Payroll System (DCPS), will process the correction
transactions. If DFAS’ retro processing results in the creation of a debt for the employee, DFAS
will send the employee information regarding the debt and his/her rights under law. The
notification provided by DFAS indicates that the debt is the result of either a ‘Personnel
change(s)’ or ‘Timekeeping Change’. The notice does not provide information to the employee
about what HR and/or Payroll did that resulted in the establishment of the debt.

As the ‘additional information’ resides within the VA’s PAID system, the employee’s e-OPF, or
the current time and attendance system, it is important that both HR and/or Payroll be provided
with a process that outlines their responsibilities for providing notification to the impacted
employees.

Process

The following process must be used by HR and/or Payroll in order to identify, document, and
provide additional information to employees regarding debt letters that they may receive from
DFAS based on corrective actions generated by HR and/or Payroll.

1. Upon processing a HR transaction that impacts employee salary data (correction,
cancellations, late actions, etc.), the HR Office must prepare written notification to the
employee that provides at a minimum:





a. A detailed explanation on what was processed and why (i.e., the series of events that
occurred which resulted in the need to process the transaction).

b. A statement that the processed action may (or may not) result in the employee
receiving a notice of indebtedness from DFAS.

c. A statement that DFAS will issue the official notice of indebtedness and the due
process available to the employee will be fully explained in that letter.

d. The name of the HR representative that the employee can consult if additional
information is required.

2. Upon processing a Payroll/Timecard transaction that impacts employee salary data
(correction, cancellations, late actions, etc.), the Payroll Office must prepare written
notification to the employee that provides at a minimum:

a. A detailed explanation on what was processed and why (i.e., the series of events that
occurred which resulted in the need to process the transaction).

b. A statement that the processed action may (or may not) result your receiving in a
notice of indebtedness from DFAS.

C. A statement that DFAS will issue the official notice of indebtedness and the due
process available to the employee is fully explained in that letter.

d. The name of the Payroll representative that the employee can consult if additional
information is required.

3. Notices should be provided to the employee as soon as feasible but by no later than one pay
period from the date the corrective action was processed.

4. Notices should be provided to the employee in person by the designated HR or Payroll
representative. In the event that the employee is virtually based, the written notice is to be
sent to the employee by certified mail.






Department of Veterans Affairs Memorandum

Date: [Today’s Date]

From: [Appropriate HR Title], [Office name here]

Subj:  Notice of indebtedness for back premiums/loan repayments
To: (employee name)

Thru: (Name) Human Resources Liaison, (station)

1. [Office name here] has been made aware that when you in-processed at (station), (the
employee’s dental/vision carrier or TSP for loan repayments) was not made aware of the
change from your previous payroll office to the payroll office at (station). Consequently, the
premiums/loan payments have not been deducted from your pay since (effective date of
transfer). (The employee’s dental/vision carrier or TSP for loan repayments) was notified of the
change on (date), resulting in your incurring a debt to the Agency. We estimate the
overpayment to be [enter amount here].

2. You will receive a notice of indebtedness from the Defense Finance Accounting Service
(DFAS), the official payroll system for the Department of Veterans Affairs. This notice will
advise you of the exact amount of the debt referenced above, repayment options, information
on collection of the debt, and information on requesting a waiver. The notice will contain a form
that you will need to sign and return to your payroll office or fax to DFAS telling them how you
wish to repay the debt. This must be done prior to initiating a waiver, should you choose to do
SO.

3. If you have any questions or concerns regarding this notice, you may contact (HRC
Specialist name) at (XXX) XXX-XXXX. Please accept our sincere apologies for any

inconvenience this action may have caused you, as it is our intent to deliver the highest level of
personnel servicing possible.

[HR Supervisor Digital Signature]

[HR Supervisor Name]





Department of Veterans Affairs Memorandum

Date: [Today’s Date]

From: [Appropriate HR Title], [Office name here]

Subj:  Notice of indebtedness for back premiums/loan repayments
To: (employee name)

Thru: (Name) Human Resources Liaison, (station)

1. [Office name here] has been made aware that a coding error was made when coding your
(FEHB/FEGLI). You selected (i.e. 112 basic family), but (111 basic self) was inadvertently
coded. This has been corrected, but because the premiums being deducted from your pay
were less than what they should have been, you have incurred a debt to the Agency for the
balance of the back premiums. We estimate the overpayment to be [enter amount here].

2. You will receive a notice of indebtedness from the Defense Finance Accounting Service
(DFAS), the official payroll system for the Department of Veterans Affairs. This notice will
advise you of the exact amount of the debt referenced above, repayment options, and
information on collection of the debt. The notice will contain a form that you will need to sign and
return to your payroll office or fax to DFAS telling them how you wish to repay the debt. A debt
waiver is not available for premium payments.

3. If you have any questions or concerns regarding this notice, you may contact (HRC
Specialist name) at (XXX) XXX-XXXX. Please accept our sincere apologies for any

inconvenience this action may have caused you, as it is our intent to deliver the highest level of
personnel servicing possible.

[HR Supervisor Digital Signature]

[HR Supervisor Name]





Department of Veterans Affairs Memorandum

Date: [Today’s Date]

From: [Appropriate HR title], [Appropriate HR office]
Subj: Notice of Retirement Coverage Discrepancy
To: (employee name)

Thru: (Name) Human Resources Liaison, (station)

1. In performing a quality review of your official personnel folder, we discovered that an error
was made in processing your appointment as a rehired annuitant. Specifically, on (appointment
date), your retirement coverage was processed as having no deductions for social security.
However, as an approved annuitant with an approved waiver, your retirement coverage should
have been processed as FICA (OASDI) —social security deductions are applicable. This error
has resulted in an underpayment of social security tax from (date of appt) to (date of correction).
This underpayment may cause you to incur a debt to the Social Security Administration. We
estimate the overpayment to be [enter amount here].

2. Once the total amount of the debt has been calculated, you will be contacted by the Social
Security Administration with payment information and instructions to request a waiver of debt,
should you decide to exercise this option.

3. If you have any questions or concerns regarding this notice, you may contact (HRC
Specialist name) at (XXX) XXX-XXXX. Please accept our sincere apologies for any

inconvenience this action may have caused you, as it is our intent to deliver the highest level of
personnel servicing possible.

[HR Supervisor Digital Signature]

[HR Supervisor Name]





Department of Veterans Affairs Memorandum

Date: [Today’s Date]

From: [Appropriate HR Title], [Appropriate HR office]
Subj:  Notice of overpayment / indebtedness

To: (employee name)

Thru: (Name) Human Resources Liaison, (station)

1. We have discovered that an error was made in processing personnel action (NOA) effective
(date). The action was coded at GS-(x/x) instead of at GS-(x/x), which resulted in an over-
payment to you from (date) to (date). The [appropriate office here] has processed a
cancellation/correction action on (date) to correct pay error. The corrective action will result in
you incurring a debt to the Agency. We estimate the overpayment to be [enter amount here].

2. Shortly after the correction has been effected, you will receive a notice of indebtedness from
the Defense Finance Accounting Service (DFAS), the official payroll system for the Department
of Veterans Affairs. This notice will advise you of the exact amount of the debt referenced
above, repayment options, information on collection of the debt, and information on requesting a
waiver. The notice will contain a form that you will need to sign and return to your payroll office
or fax to DFAS telling them how you wish to repay the debt. This must be done prior to initiating
a waiver, should you choose to do so.

3. If you have any questions or concerns regarding this notice, you may contact (HRC
Specialist name) at (XXX) XXX-XXXX. Please accept our sincere apologies for any

inconvenience this action may have caused you, as it is our intent to deliver the highest level of
personnel servicing possible.

[HR Supervisor Digital Signature]

[HR Supervisor Name]





Department of Veterans Affairs Memorandum

Date: [Today’s Date]

From: [Appropriate HR Title], [Appropriate HR Office]
Subj:  Notice of overpayment / indebtedness (Award)
To: (employee name)

Thru: (Name) Human Resources Liaison, (station)

1. We have discovered that an error was made in processing personnel action (NOA) effective
(date). The action was coded as a group award instead of an individual award. A personnel
action was submitted on (date) to cancel this error and another personnel action was submitted
on (date) to correct this error. The corrective actions should offset each other which may or
may not result in an over-payment to you. We estimate the overpayment to be [enter amount
here].

2. Shortly after the correction has been effected, you may or may not receive a notice of
indebtedness from the Defense Finance Accounting Service (DFAS), the official payroll system
for the Department of Veterans Affairs. If so, this notice will advise you of the exact amount of
the debt referenced above, repayment options, information on collection of the debt, and
information on requesting a waiver. The notice will contain a form that you will need to sign and
return to your payroll office or fax to DFAS telling them how you wish to repay the debt. This
must be done prior to initiating a waiver, should you choose to do so.

3. If you have any questions or concerns regarding this notice, you may contact (HRC
Specialist name) at (XXX) XXX-XXXX. Please accept our sincere apologies for any

inconvenience this action may have caused you, as it is our intent to deliver the highest level of
personnel servicing possible.

[HR Supervisor Digital Signature]

[HR Supervisor Name]





