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A8.878 Payroll Overpaynent

Pur pose

To establish policies and procedures for collecting salary
overpaynents to enpl oyees of the University of Hawai ‘i.

(bj ective

To assure that overpaynents are collected as expeditiously as
possible. In general, enployees of the State of Hawai ‘i who
are erroneously overpaid through the payroll system should
voluntarily and imrediately repay the full anmount of the
over paymnent .

Applicability

These policies and procedures apply to all University
enpl oyees who have incurred a salary overpaynent.

Gui del i nes _and Procedures

a. Upon receipt of the overpaynent worksheet (Attachnent 1)
from the UH Disbursing Ofice, Payroll Section the
Dean/ Director/Provost (or other appropriate designee) shal
imediately contact that enployee and discuss the
over paynent with the enpl oyee. The enpl oyee should be
i nformed of the anount of the overpaynent and asked if the
enpl oyee will voluntarily repay the anmount owed.

b. If the enployee agrees to repay the amobunt owed, the
enpl oyee shoul d pay the entire overpaynent in one |unp sum
The check is to be nade payable to the Director of Finance,

State of Hawai ‘i and transmtted to the UH D sbursing
O fice, Payroll Section with a copy of the overpaynent
wor ksheet .

If the enployee agrees to repay the anmount owed but is
unable to do so in one lunp sum a contract is executed
(see Attachnent 2). Submt the executed contract to the
UH Di sbursing O fice, Payroll Section. The UH Di sbursing
Ofice, Payroll Section will transmt the docunents to the
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Departnent of Accounting and General Services, Central
Payroll O fice for processing and inplenentation.

c. If the enployee refuses to neet or does not agree to a
voluntary repaynent of the amount owed, then a denmand
letter (Attachnment 3) and the overpaynent worksheet
prepared by the UH Disbursing Ofice, Payroll Section
(Attachnment 1) should be sent to the enployee's hone
address by regular mail. It is not necessary to send the
letter by certified mail.

d. If there is no response to the demand letter, a copy of the
demand letter along with the overpaynent worksheet should
be submtted to the UH D sbursing O fice, Payroll Section.
The UH Disbursing Ofice, Payroll Section will transmt the
docunents to the Department of Accounting and GCeneral
Services Hearings Oficer to set the mtter for an
adm nistrative hearing pursuant to Chapter 91, Hawaili
Revi sed Statutes and Chapter 78-12, H R S

e. If the enployee has termnated enploynent, refer to
University of Hawai‘i, Admnistrative Procedure Munual
A8. 651, page 4, "Collection Follow Up" and proceed with the
collection process with the CGeneral Accounting and Loan
Collection Ofice.

Responsibilities

Fiscal Oficers and Program Managers are responsible to
expeditiously <collect overpaynents in conpliance wth
applicable Federal and State |aws, rules, regulations, and
University policies and procedures.
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CONTRACT

I : __, hereby waive my right to a

' . (Print Name)

hearing, as provided under Section 78-12, Hawaii Revised Statutes; to determine my indebtedness
to the State of Hawaii, and instead, by virtue of this Contract, duly signed and accepted, assign to

the

(Name of Employing Department or Agency)
(1) the priority right to payment of the total amount of the indebtedness, which is §
and (2) the right of such department or agency to deduct from each and every peniodic payroll
payment normally due me, an amount equal to the maximum legally permissible amount
deductible under garnishment law until such time that the total amount owing is paid in full.

In the presence of: ASSIGNOR.
Subscribed and swom to before me (Signature)
this ___ day of 19

(Sociai Secunity Number)

Notary Public, State of Hawaii
My commission expires:

In the presence of: ACCEPTED BY:
Subscribed and sworn to before me Authorized Signature*
this ___ dayof , 19

(Title)

Notary Public, State of Hawaii
My Commission expires:

(Date)”

*Senior Vice President/Executive Vice Chancellor, Senior Vice Presidents/Chancellors,
Senior Vice Presidents, Vice Presidents, Deans/Directors, or their designees

 EXHIBIT. !
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Dear [Employee]
I am writing to inform you that we have overpaid you in the amount of

For your information, we are enclosing with this letter a worksheet

which shows the dates, the amount of payments we actually made, the amount we should
have'made, and the resulting overpayment. We would like to make arrangements for you
to pay this debt to the State.

If you wish to have a hearing to determine the amount you owe the State, please
let us know immediately. If we do not hear from you, we will request that a hearing be
scheduled before a hearings officer of the Department of Accounting and Generai
Services; If the amount of your debt to the State is determined at a hearing, the law allows
us to withhold one-quarter of your salary or wage until the full amount of your debt is paid.

You can choose not to have a hearing and decide instead to agree to a voluntary
repayment plan. If this is your choice, please let us kndw and we can work out a_
repayment contract.

it is very important that ybu contact us to let us know how you wish to resolve this

matter. Please call at if you have any

guestions.

Very truly yours,

Enclosure: Overpayment Worksheet

FXHIRIT 2



