Appendix A.2 – Recovery of overpayments to former employees or current employee on leave without pay for more than 3 months (invoiced)


Appendix A.2 – Recovery of

[bookmark: _GoBack]This process applies when an overpayment has been made to, or for a benefit of a former employee or current employee on leave without pay for more than 3 months from start date. In this Appendix, TD means the Treasurer’s Direction on Losses, Write offs, Waivers and Postponements.(A2) Create a record in the Register of Overpayments to Employees setting out the matters in paragraph 61 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.

An agency has confirmed an overpayment in accordance with paragraph 9 of the TD. 


Within 10 business days from the start date

(A3) Inform debtor in writing and seek recovery of the overpayment and issue invoice to debtor.



(D1) Has the debtor responded?

Yes, and employee disputes overpayment
Yes, and employee does not dispute overpayment.
No


(A4) Follow up and with debtor, seeking recovery of overpayment. 
Between 10 and 60 
business days from 
the start date

(A5) Cease recovery of overpayment, advise payroll, and update Register of Overpayments to Employees. 
(D2) Are the grounds for dispute valid?

(A17) 
· Seek approval to write off public money in accordance the TD.
· Write off public money from agency’s accounting records and update Register of Overpayments to Employees, if approved.


Yes
(D16) Is the public money fully recovered through legal action?
No
Yes
(D8) Is the total amount owing from the debtor equal to or less than $25,000?
(D14) Was the debt fully recovered following letter of demand sent to the debtor?
Yes
(A14) Take legal action to recover the debt in consultation with the Solicitor for the Northern Territory (SFNT) and or legal team within agency.

(A13) Take legal action to recover the debt through Northern Territory Civil and Administrative Tribunal (NTCAT).

Yes
(D8) Is the cost of recovering the debt through mercantile agent, or equivalent lower than the value of debt?
(A8) Refer the debt to mercantile agent, or equivalent entity or agency staff, for recovery.

(D9) Is the public money fully recovered through the mercantile agent, or equivalent?
No
Yes
No further action required.
(D10) Does the debtor or debt meet the conditions for write off set out in paragraph 31 and 32.a of the TD?
No
No
Yes
No
No
No
No
Yes

(A7) Proceed to either of the following additional recovery options.

(D5) Did the agency pursue recovery in accordance with A1 to A4, where applicable?
Yes
No further action required.
No
Yes
(D18) Is the public money fully recovered after set off?
(A16) Seek to set-off the debt.
(D17) Can the agency seek to set off the amount owing by the agency to the debtor under a legal right or pre-existing written agreement?
No further action required.
Yes
Yes
(A12) Send letter of demand to the debtor to recover the debt and notify debtor that legal action will be taken if no payment is received.

(A15) Seek approval to waive the unrecoverable amount prior to entering into an agreement with debtor in accordance with the TD.

(D15) Is the agency considering negotiation with the debtor?

Yes
Yes
No

Yes
No further action required.
(A10) Consider further recovery, write off or waiver, whichever is most appropriate.
Yes
No
(D12) Is the public money fully recovered within 3 years from the invoice due date?
(A9)
Send monthly statements or attempt to make monthly contact with debtor to recover the debt up to 3 years from invoice due date.
No
No
(A11) Proceed to A12

No
(D13) Has the debt passed the period of limitation prescribed in the Limitations Act 1981?
Yes
(D11) Is the total amount owing from the debtor equal to or more than $10,000?
No
No
No further action required.
Yes
(D7) Is the public money fully recovered within 12 months from the invoice due date?
(A6)
Send monthly statements or attempt to make monthly contact with debtor to recover the debt up to 12 months from the invoice due date.
(D6) Is the total amount owing from the debtor equal to or more than $500?
Legend: 
A – Action 
D - Decision
No
(D3) Is overpayment fully recovered?
(D4) Does the debtor or debt meet the conditions for write off set out in paragraph 31 and 32.a of the TD?
No
Yes
Yes
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