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Section A, Purpose and Scope

Thi s I NSTRUCTI ON sets forth procedures and responsibilities for the collection
of Public Health Service (PHS) conm ssioned officer indebtedness to the
CGovernment, incurred as a result of failure to conplete a period of obligatory
service, upon separation.

Section B. Policy and Del egations of Authority

Title 42 U S.C. 218a(b) and Title 37 U S C 311 and 313 provide statutory
authority for the recovery of expenditures for training, continuation pay and
vari abl e incentive pay, respectively, when an officer violates an agreenent to
serve on active duty for a specified period of tine. This authority has been
del egated by the Assistant Secretary for Admnistration and Managenent
(predecessor to the Assistant Secretary for Personnel Adm nistration) to the
Assistant Secretary for Health in a menorandum dated Septenber 27, 1973.
Redel egations of this authority to PHS officials are stated in Part 3 of this
Manual .

Section C.  Procedures

1. The Commi ssi oned Per sonnel Operations Division (CPOD), Ofice of Personnel
Managenent (OPM), O fice of Managenment (OM), PHS, determ nes and docunents
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i ndebt edness in the separation personnel order and i nforns the appropriate
PHS agency desi gnee (coll ections officer), PHS agency financi al managenent
of ficer, DHEW D vision of Central Payroll, and the officer concerned of
such i ndebt edness by di stributing copi es of the personnel order (PO . The
officer is also provided a fact sheet on indebtedness which explains the
wi t hhol di ng of final pay and the collection process.

CPOD OPM OM PHS enters the officer's nane on the collections control |ist
for the PHS agency concer ned.

DHEW Di vi si on of Central Payroll, upon receipt of PO wll determ ne the
amount of final pay, applies the final pay agai nst indebtedness (in whole
or in part, as appropriate), notifies the officer (by pay slip) and
notifies the appropriate PHS agency desi gnee and PHS fi nanci al nanagenent
of ficer by nenmorandumwi th a copy of CPON OPM OM PHS.

The PHS agency financial managenent officer will establish an accounts
receivable for the officer and maintain records in accordance wth
Appendi x A

The PHS agency collections officer, upon receipt of data from DHEW
Division of Central Payroll as to the anount of final pay applied to an
officer's indebtedness, notifies the indebted person of net anount of
i ndebt edness due and requests paynent. |If no paynent is received, a total
of three requests for payment must be nade, the | ast of which nust be by
registered mail with a return receipt required. Questions raised by the
former officer with respect to the legality of the indebtedness, the
correctness of the anount of indebtedness, the amount of final pay applied
to the indebtedness, etc., wll be answered by CPOD OPM OM PHS, DHEW
Division of Central Payroll, or the PHS agency collections officer, as
appropriate, but copies of all replies will be sent to the PHS agency
col l ections officer.

The PHS agency financial nmanagenent officer notifies CPOY OPM OM PHS, on
a nonthly basis, of the status of collection actions, in accordance with
Appendi x A

CPODY OPM OM PHS wi | | post conpl etion of collection action, upon recei pt of
data from paragraph 6 above.

The PHS agency collections officer, upon (1) notice from the forner
officer, or his/her |lawer, of refusal to pay, or (2) failure by the
former officer to make satisfactory arrangenents for paynment of
i ndebt edness after three attenpts, notifies CPCD OPM OM PHS, in sunmary

form of efforts nade to collect the debt (i.e., letters, tel ephone calls,
personal interviews) and results of the collection efforts. Copies of all
correspondence, nenoranduns for the record, etc., will be forwarded to

CPODY OPM OM PHS, al ong with the reconmmendati on that the claimshould be
processed for enforced col | ecti on under the Federal d ains Collection Act,
as specified in Part 4 of the General Admi nistration Manual .

CPOLY OPM OM PHS t hen performs the foll owi ng actions:
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a. Logs recei pt of case returned by the PHS Agency Col |l ections Oficer;
b. Prepares case for | egal action by obtaining all necessary supporting
docunents (signed agreenments, personnel orders, records of
di shursenents from accounting points, etc.);
C. Transm ts supporting docunents and records of collection efforts to
PHS d ains O ficer under covering menorandum sunmarizing the case
and citing the statutory authority giving rise to the i ndebt edness;
and
d. Logs out the case to the PHS dains Oficer.
10. The PHS Cains Oficer will then review the case for legality and

conpl eteness and transnmit it to the DHEWO fice of General Counsel (OXC).

11. DHEWOSC will review the case for legality and conpl eteness and transmt
it to the General Accounting Ofice (GAO.

12. GAOw Il effect collection or will transmt the case to the Departnent of
Justice for any further action which is indicated.
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APPENDI X A

ACCOUNTI NG PROCEDURES FOR | NDEBTEDNESS COF
SEPARATED PHS COW SSI ONED OFFI CER PERSONNEL

Est abli shi ng | ndebt edness in Accounting Records

Upon receipt of a notification from the Conmm ssioned Personnel Operations
Division, Ofice of Personnel Managenment, O fice of Managenent, PHS, an accounts
recei vabl e account will be established for the anount of the indebtedness by the
appropri ate PHS agency financi al managenent officer in the accounting records of
t he agency where the PHS conmi ssioned officer was assigned prior to separation

The accounts receivable records will be maintained by individual officers and
will be reviewed and anal yzed periodically, at |east once a nonth.

Processing Coll ections

Cash (currency, coin, or check) received as a paynent on the indebtedness wll
be deposited i n accordance with the deposit procedures outlined in the Treasury
Fi scal Requirenents Mnual and the applicable agency accounting and fisca
procedures. Remitters of checks should be instructed to inscribe checks to the
order of the specific agency organi zati on mai ntai ni ng the account to be credited.

Appropriation or Fund to be Credited

Col l ections received as paynment of indebtedness should be credited to the
appl i cabl e appropriation or fund account. A review and anal ysis shoul d be nmade
on a case by case basis to determne if the funds can be credited to an agency's
appropriation. |If, after thorough review, it is determ ned that the funds cannot
be credited to an agency's appropriation, then the funds should be credited to
m scel | aneous receipts.

St at us Reports

PHS agency fi nanci al managenent officers will provide the Comm ssi oned Personnel
Qperations Division, Ofice of Personnel Managenent, O fice of Managenent, PHS,
a nonthly summary status report on the accounts receivable records established
for indebtedness cases. The report should reflect the anount of the original
i ndebt edness and all paynent(s) or adjustnent actions and indicate the current
amount still due the agency.
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