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A8.878 Payroll Overpayment

l. Purpose

To establish policies and procedures for collecting salary
overpayments to employees of the University of Hawai‘i.

2. Objective

To assure that overpayments are collected as expeditiously as
possible.  In general, employees of the State of Hawai‘i who
are erroneously overpaid through the payroll system should
voluntarily and immediately repay the full amount of the
overpayment.

3. Applicability

These policies and procedures apply to all University
employees who have incurred a salary overpayment.

4. Guidelines and Procedures

a. Upon receipt of the overpayment worksheet (Attachment 1)
from the UH Disbursing Office, Payroll Section the
Dean/Director/Provost (or other appropriate designee) shall
immediately contact that employee and discuss the
overpayment with the employee.  The employee should be
informed of the amount of the overpayment and asked if the
employee will voluntarily repay the amount owed.

b. If the employee agrees to repay the amount owed, the
employee should pay the entire overpayment in one lump sum.
The check is to be made payable to the Director of Finance,
State of Hawai‘i and transmitted to the UH Disbursing
Office, Payroll Section with a copy of the overpayment
worksheet.

If the employee agrees to repay the amount owed but is
unable to do so in one lump sum, a contract is executed
(see Attachment 2).  Submit the executed contract to the
UH Disbursing Office, Payroll Section.  The UH Disbursing
Office, Payroll Section will transmit the documents to the
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Department of Accounting and General Services, Central
Payroll Office for processing and implementation.

c. If the employee refuses to meet or does not agree to a
voluntary repayment of the amount owed, then a demand
letter (Attachment 3) and the overpayment worksheet
prepared by the UH Disbursing Office, Payroll Section
(Attachment 1) should be sent to the employee's home
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 overpayment worksheet should
be submitted to the UH Disbursing Office, Payroll Section.
The UH Disbursing Office, Payroll Section will transmit the
documents to the Department of Accounting and General
Services Hearings Officer to set the matter for an
administrative hearing pursuant to Chapter 91, Hawaii
Revised Statutes and Chapter 78-12, H.R.S.

e. If the employee has terminated employment, refer to
University of Hawai‘i, Administrative Procedure Manual
A8.651, page 4, "Collection Follow-Up" and proceed with the
collection process with the General Accounting and Loan
Collection Office.

5. Responsibilities

Fiscal Officers and Program Managers are responsible to
expeditiously collect overpayments in compliance with
applicable Federal and State laws, rules, regulations, and
University policies and procedures.








