          DHHS Overpayment Agreement Process

The purpose of this process is to help current Department employees repay overpayments they may have received to the department in a scheduled manner.  The process to follow is outlined below.

1. Upon identifying that an overpayment has occurred, the HR office shall notify the employee of those findings.

2. If the amount of overpayment is $500.00 or less, said amount shall be deducted by BEACON in the payroll period the correction is entered.

3. If the amount is greater than $500.00, the HR office with approval from the Division/Facility Director shall complete an “Overpayment Agreement Form” and present to employee for acceptance and signature.

4. If the employee does not agree to the monthly payroll deduction amount, the employee shall be informed that BEACON will exhaust said payroll check each month/s until overpayment is satisfied.
5. If the employee accepts the deduction amount as shown on the Overpayment Agreement Form, the following shall occur.

a. The completed Overpayment Agreement Form shall be submitted to your Business Office for their discussion with your Division/Facility Controller’s Office Payroll contact.

b. The Controller’s Office Payroll contact shall be directed to prepare a check for the total overpayment amount.

c. The check is to be mailed to the attention of Theresa Grandy at Best Shared Services, 1425 Mail Service Center, Raleigh, N.C. 27799.

d. Payroll will do an “Agency Check Deduction, wage type 26 AC, on the employee so that agreed upon monthly deduction will occur in the employees check.  This entry can be entered monthly or for the period needed to payoff the overpayment.

e. The HR office needs to verify each pay period that the correct deduction is occurring.

f. A copy of the Overpayment Agreement Form with any supporting documentation shall be maintained in an HR file, with a copy to the employee. 
