Appendix A.1 – Recovery of overpayments to current employees (except those on leave without pay for more than 3 months)


Appendix A.1 – Recovery of overpayments to current employees
This process applies when an overpayment has been made to a current employee except those on leave without pay for more than 3 months from the start date. In this Appendix, TD means the Treasurer’s Direction on Losses, Write offs, Waivers and Postponements.
An agency has confirmed an overpayment in accordance with paragraph 9 of the TD. 
(A1) Consider whether there is a reasonable suspicion that the overpayment relates to suspected criminal conduct, and if so follow paragraphs 11 to 13 of the TD before continuing.


(A3) Create a record in the Register of Overpayments to Employees setting out the matters in paragraph 61 of the TD.
(D1) Is the overpayment related to a travel allowance?

No

Yes

Within 5 business days from the start date

(A2) Inform employee in writing and seek recovery of the overpayment.

(A4) Advise work unit responsible for salary overpayment recovery, where applicable



(A5) Inform employee in writing and seek recovery of the overpayment.

Within 10 business days from the start date



(D2) Has the employee responded?

(A15) Update Register of Overpayments to Employees. No further action required.
No
Within 20 business days after 
employee is notified of deduction
Yes
Yes, and employee disputes overpayment
Yes, and employee does not dispute overpayment.
(D6) Is the alternative payment arrangement approved under section 5(6) of the FMR?
(D9) Has the employee been approved leave w/out pay with period of more than 3 months?
Yes
(A13) Request full amount from the employee prior to taking leave w/out pay.
No
(D8) Has employee ceased employment or office with NTG?
(A12) Deduct amount still outstanding from employee’s final payment.
(A6) Follow up with employee, seeking recovery of overpayment. 
(A10) Set deduction at rate or amount in accordance with approved alternative payment arrangement each pay cycle.
(A9) Set deduction rate at 10%* of employee’s gross salary or wages each pay cycle.
*If there are multiple overpayments related to one employee, all overpayments are combined and 10% deduction is applied to the combined amount.
Legend:
A – Action
D - Decision
(D7) Is overpayment fully recovered?
No
No
Yes
No
(A14) Pursue recovery in accordance with Appendix A.2 – Recovery of overpayments to former employee or current employee on leave without pay for more than 3 months.
(D10) Is overpayment fully recovered?
Yes
No
Yes
Yes
Yes
No
No
Within 30 business days from the 
start date (or within 5 business days 
after dispute is determined not to be valid)
(A11) Deduct amount at set deduction rate or amount from the employee’s gross salary or wages on next available pay cycle.
(D5) Is an alternative payment arrangement received from the employee?
(A8) Notify employee that a 10% deduction* will be made from the employee’s future gross salary/wages until full amount is recovered, unless an alternative payment arrangement proposal is received from the employee within 20 business days from the date the notice is provided.
Within 35 business days 
from the start date (or 10 business days 
after dispute is determined not 
to be valid)
(D4) Is overpayment fully recovered?
(A7) Cease recovery of overpayment, advise relevant work unit, and update Register of Overpayments to Employees. 
Yes
Within 25 
business days 
from the 
start date

No
(D3) Are the grounds for dispute valid?
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