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Digest:  

Establishes collection guidelines for employees.  

6530.3--1
Policy.  The Budget and Finance Specialist, Procurement, Support Services Supervisors/Specialists, in coordination with Personnel Management of the Tonto National Forest, will ensure separating/transferring employees' government indebtedness and will be collected from final Time and Attendance Report, Lump Sum Annual Leave Payments, or retirement benefits prior to issuing a Bill for Collection.

Responsibility.  Each districts Support Services Supervisor/Specialist will review all separating/transferring employee documents for such items as outstanding travel advances, imprest fund cash balances, uncollected commissary, lost or unreturned property, quarters deductions, credit cards, and driver's license, etc.

Each district will verify, via DG or telecon, with SO specialists in B&F and procurement for any outstanding balances or unreturned property on employee.  When a group of employees are separating during a similar time frame, a list, via DG, may be sent to B&F and Procurement for verification.

Districts should also ensure user profiles are deleted for employees who will not be returning to the forest in a reasonable amount of time.

Procedure.  The SSS will verify and sign the AD-139, Final Salary Report, as the originating office, ensuring keys, driver's licenses, fire gear, etc., have been turned in and employee has no outstanding funds owed.

The SSS will contact B&F and Procurement in the SO, to ensure no property or outstanding funds exist.  The SSS will document contact made and date with results.  No hard copy will be forwarded to SO if no government indebtedness exists.

For employees separating/transferring from the Supervisor's Office, the employee will be notified by the Payroll Clerk, prior to the submission of the final Time and Attendance Report, to complete an AD-139, Final Salary Report.  The employee will hand carry to B&F, Procurement and return to Personnel with signatures before the final T&A is sent. 

If government indebtedness exists on the District, the SSS will notify, via DG or telecon, the SO Payroll Clerk immediately with the dollar amount outstanding.  If the final T&A has not been transmitted, the T&A will reflect amount outstanding by using TC 86 or TC 89 appropriately.  Reference T&A Handbook, Chapter VII (old version) or Chapter 19, Section 2, page 67 and 68 of the Draft A&A Handbook dated January 15, 1990 for instructions.

If the T&A has been transmitted, the AD-139 shall be forwarded to the Payroll Clerk with the AD-581, Payment of Lump Sum Annual Leave.  The Payroll Clark will attach an AD-343, Payroll Action Request to collect indebtedness and forward to CPU for processing.

If the indebtedness exceed the amount of the Lump Sum Annual Leave Payment, the SSS shall telephone the Payroll Clerk immediately.  The Payroll Clerk will contact the National Finance Center via DG and telecon to flag the T&A and process a Payroll Action Request immediately.  There are no guarantees with the latter process, therefore, this should be used as a last resort.

If all monies owed by employee exceeds final amount owed to employee (inclusive of T&A, travel voucher, lump sum annual leave), the district or SO B&F will immediately issue a Bill for Collection prior to employee's departure.

Contacts
Item (1) through (13) and the "Remarks" section of the AD-139, Final Salary Report, will be accounted for and verified as listed below:

1-13, Remarks

The originating office.

2a, 2c, 5, 8


Norma Howard or Wilford Romero, Contracting Office

3, 6a-e, 7, 9a-d, 11,

12a-b, 13 and Remarks
Thelma Rogers or Melanie Rohrer, B&F Office

12c, 9a-d collections,

Remarks


Bill McElvain or Eugenia Djuric, Personnel Office

ITEMS 1 (exception:  Mesa RD), 4, 5 and 10 WILL SELDOM HAVE ACTIVITY TO VERIFY, BUT WILL BE THE RESPONSIBILITY OF THE ABOVE TO ENSURE ANY NECESSARY COLLECTIONS ARE DOCUMENTED AND ACCOUNTED FOR.
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