2009 Contract Attachment B

 Overpayment Collection and Write-Off Procedures

1. Send Overpayment letter to participant. (ET-5376, ET-5377, BDSP-500)

Participant is given 45 days to make repayment.  (Individual can make full payment, establish a monthly deduction from benefits, or we will begin taking automatic deductions from a WRS benefit.)

2. Set follow-up date for 45 days from date of letter.

3. On follow-up date:

· If there is a Current benefit to collect the OP from:

a. send 2nd letter indicating that an overpayment deduction is being started from current benefit.  (ET-5377, BDSP-514)

b. send copy of letter to be imaged into the Overpayment staple group

c. set follow-up date to stop deductions

· If there is No Current benefit to collect from, but the participant is currently working for a WRS employer: start a wage assignment.  (Follow procedures for wage assignments outlined in Procedure # DPB30.)

· If there is No Current benefit to collect from, the participant is NOT currently working for a WRS Employer AND, the OP is $250 or greater: set a follow-up date for 180 days from the date of the first letter.  If no payments are made by follow-up date, send an email to Gail Cartter in Accounting asking them to turn on the interest flag (interest will begin to accrue).  

· If the participant has a retirement account or life insurance policy, the overpayment will accrue interest and will be collected when the retirement or life insurance benefits are applied for.

· If there is no retirement account or life insurance policy, the overpayment should be referred to the Division Administrator to determine if it should be written off.

· If none of the above applies AND the OP is $250 or less: set a follow-up date for 180 days from the date of the first letter.  If no payments are made by follow-up date, send an e-mail to Gail Cartter in Accounting asking them to turn on the interest flag (interest will begin to accrue).  Every six months from the follow-up date, check to see if there is a change in status and any of the above bullets can be applied.  After 24 months and if no payments have been made, send an e-mail to Gail Cartter in Accounting asking them to write off the OP.  Send copy of the e-mail to be imaged into the overpayment staple group.  Enter the write-off amount on the write-off spreadsheet. Location:  (h:/benefits/overpayments/write-off spreadsheet)

· If the participant dies AND there is No Current benefit to collect from:  Send overpayment letter to the estate requesting payment in 45 days.  If no payments are made within 45 days, send follow-up letter to the estate. After 90 days from date of follow-up letter and if no payments have been made, have Diane Poole send an e-mail to Bob Willett (with a copy to Gail Cartter) asking them to write off the OP, regardless of the amount of the overpayment.  Send copy of the e-mail to be imaged into the overpayment staple group.  Enter the write-off amount on the write-off spreadsheet. Location:  (h:/benefits/overpayments/write-off spreadsheet)
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