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FISCAL DIVISION

DEPARTMENT OF DEFENSE 
OFFICE OF DEPENDENTS EDUCATION

4040 NORTH FAIRFAX DRIVE
ARLINGTON, VA 22203-1635

DoDEA Regulation 7200.3
SEP 2 I 1995

SUBJECT:   Collection of Debts Due the United States

References: (a) DoD Instruction 7200.3 “Collection of Debts Due the US," October 27,1986
(hereby canceled)

(b) DoD Instruction 7000.14, DoD Financial Management Policy and
Procedures,” November 15,1992

(c) DoD 7000.14-R Volume 5, “Department of Defense Financial Management
Regulation Disbursing Policy and Procedures," December 1993

(d) Title 5, United States Code, Section 5514
(e) Title 31, United States Code, Section 3711,

(f) (n), see enclosure 1

A. PURPOSE

This regulation reissues reference (a) for administrative changes and expands the scope of
the previous regulation. Under the provisions of references (a) through(n), this regulation
provides  policy and procedures for the collection of debts owed the United States arising out of
activities of the Department of Defense Dependents Schools (DoDDS) or referred to DoDDS for
collection by another agency of the United States.

B. APPLICABILITY AND SCOPE

1. This regulation applies to the all DoDDS headquarters, and regional and district
superintendents’offices.

2. It applies to personnel rather than commercial or inter-government debts such as, but
not limited to, the following:

a. Nonpayment  of tuition. .
b. Unearned travel  advances.
c. Returns of property or the value therefore.
d. Deficiencies within the account of an accountable officer.
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e. GAO notices of disallowence  within  the provisions of 37 USC 1007C.
f. Debts resulting from overpayment of  salary, benefits, or allowances not

involving fraud or misrepresentation
g. Noncompletion of training.
h. Other personnel  debts owed the Government

C. POLICY

1. It is DoDDS policy to make determinations regarding the existence and the amount of
debts arising from activities of DoDDS and for ensuring an effective debt management program
for the collection of those debts. DoDDS will ensure the implementation, of aggressive, timely,
and economical debt collection in accordance with the procedures set forth in this regulation.

D. RESPONSIBILITY

1. Fiscal Division will:

a. Provide guidance to regions on the implementation of debt collection
procedures in DoDDS and the Department of Defense.

b. Oversee the debt collection program within DoDDS.
c. Prepare a consolidated SF 220, Schedule 9, Status of Accounts and Loans

Receivable Due from the Public.
d. Coordinate procedures with the appropriate Government agency (DoD, OPM,

Justice Department, IRS) or commercial contractor for collection of debts by
administrative offset and reporting to a consumer or debt collection agencies.

2. The regional offices will:

a. Monitor collection activities and ensure that all debts arising out of activities of
DoDDS are collected in accordance with the procedures outlined herein.

b. Maintain accountability for all accounts receivable and age accounts receivable
on a monthly basis in a format sufficient to provide input to the SF 220, Schedule 9.

c. Assure that all debtors are provided applicable due process at the various
stages of collection as described herein.

E. PROCEDURES

#

Detail procedures for the implementation of this regulation is provided at enclosure 2.
.



F. EFFECTIVE DATE

This  regulation is effective immediately upon publication. Two copies of the
implementing instruction shall be forwarded to the Director, DODDS within 60 days. Appendix
B provides detailed procedures for the implementation of this regulation.

Enclosure(s): 9

1. References (continued)
2. Procedures
3. Applicant Certification
4 . USAFAC Form - Confidential Affidavit of Financial Status, submitted for consideration

only in connection with indebtedness
5. Promissory Note (DSF 7730)& Settlement Agreement (DSF 773 1)
6. Interservice Support Agreement HQO1O7-93 for Out-of-Service Debts]
7. DoDDS Procedures for out-of service debts
8. DD Form 2481, Request for Recovery of Debt Due the United States By Salary Offset
9. Administrator Duties and Responsibilities for Providing Hearings for Debtors

Distribution: X



REFERENCE

(f)

(g)
(h)
( i )

(j)
(k)
(l)
(m)
(n)

DoDEA Regulation 7200.3
Enclosure 1

General Accounting Office (GAO) Federal Claims Collection
Standards, Chapter 11(4 CFR Parts 101,102,103,104, and 105; and 49 FR 8889,
March 9,1984)
OMB Circular A-129, “Managing Federal Credit Programs,” May 1985
Public Law 97-365, “Debt Collection Act of 1982”
Title 10, United States Code, Section 2775 (Liability of Member for Damages to Family
Housing, Equipment, and Furnishings)
Title 37, United States Code, Section 1007 (Deductions from Pay)
Title 15, United States Code, Section 1692 (Fair Debt Collection Practices Act)
Title 5 United States Code, Section 5705 (Advancement and Deductions)
DoD Accounting Guidance Manual  72209.M, Chapter 33
DoDDS Instruction 7200.2, “Advance Collection of Tuition Fees and Schedule 9 
Reporting.”
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DoDEA Regulation 7200.3
Enclosure 2

PROCEDURE

1. Billing procedures for accounts receivables maybe developed locally
depending on the type of program or activity from which debts are generated.

a. In the absence of a specifically stated due date, a debt is considered due and
payable upon demand or on  the date the billing or other statement constituting notice of debt is
mailed to the debtor. A debt will be considered delinquent if it is not paid on the due date or
within 30 days of the date the notice is mailed.

b. Billings or other notifications of debts will be written and formal and shall be
forwarded promptly to the debtor using the most current address available. Billings and other
notifications of debt will at a minimum, contain the following:

(1)
(2)
(3)
(4)
(5)
(6)
(7)
not

Amount of debt.
Billing/Demand Date.
Due date.
Method of payment.
Address for which to remit payment.
Description(s) of charges.
Statement that interest shall be charged at a specific rate if the debt is
paid by the due date. In addition, providing the debtor this

information may prevent debts from becoming delinquent.
(8) Telephone number and point of contact to request information or
dispute billings.

2. FO11OW-Up Action. As debts become delinquent, DoDDS fiscal division should take
aggressive and timely follow-up action to collect them. Follow-up efforts shall be sincere, well
documented, and will be exhausted generally in the order as follows:

a. FO11OW-up I.etters . When a debt becomes delinquent, the debtor will be
provided two successive follow-up letters at intervals not to exceed 30 days. Follow-up letters
may be, for the sake of efficiency, by form letter; however, they must be clear, effective, and
communicate the sincerity of DoDDS to collect the debt. Follow-up letters must contain the
following minimum information:

(1) Description of debts and reference to any pertinent order, contract or
agreement, etc.
(2) Amount of principal.
(3) Reference to previous billings and correspondence.
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Enclosure 2

(4) Notification to the debtor of the consequences of his/her refusal to pay the
debt promptly; i.e., assessment of interest, penalty, and administrative costs; collection by
administrative offset  revocation of rights or privileges; suspension of dependent from school;
referral to a consumer creditor collection agency; or other applicable recourse available to
DoDDS or the Government. These subjects are discussed in detail in later paragraphs.

(5)
(6)
(7)
(8)
(9)

Amount of interest accrued.
Amount of penalty accrued.
Explanation and amount of administrative costs assessed.
Point of Contact at the responsible DoDDS fiscal division.
An internally assigned case number which will be used to identify the debt

during all subsequent actions.

b. Personal Contact.  The responsible DoDDS fiscal division should make efforts to
contact the debtor by telephone when:

(1) It can be determined that the first follow-up letter was not effective in
collecting the debt.

(2) Expenses associated with calling the debtor do not exceed the benefit.
(3) It would be expedient and as a prerequisite to subsequent collection action.

c. Documentation of Collection Efforts The responsible DoDDS fiscal division will
document collection efforts on a case-by-case basis sufficient to show that vigorous and timely
collection action, in accordance with prescribed laws, regulations, and policies, were pursued. It
will establish that remedies to collect the debt were exhausted in a logical order sufficient to
require pursuit of the next available recourse to the Government and that due process was
provided to the debtor. All documentation of action taken should be maintained on a case-by-
case basis and be available for inspection. Specifically, the following will be included:

(1) Copies of the original bill and any related pertinent accounting data.
(2) Copies of all follow-up letters to the debtor.
(3) Records or detailed memorandums of telephone conversations with the

debtor.
(4) Record of assessments of interest, penalty, and administrative costs.
(5) Correspondence from the debtor.
(6) Correspondence, in general, pertaining to the specific case.
(7) Record of subsequent actions taken by the billing/collecting activity.
(8) Statement or letter which shows that the debtor was notified of all action

which can and will be taken to collect the debt.
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d. The statement at Enclosure 3, Applicant Certification, Federal Collection Policies for
Consumer Debts, or a similar disclosure, shall be provided to the debtor during the follow-up
process.

3. Interest. Penalty, and Administrative Costs
. . .

a. Assessment of Interest. Interest shall be assessed on all delinquent debts and
will accrue from 1 day after the due date of the debtor mailing notice to the debtor, whichever is
applicable, but will not be charged until overdue. DoDDS fiscal divisions shall be certain that
due dates shown on billings or statements sent to the debtor coincide with the dates they were
actually mailed. In cases where a debt has been delinquent for more than 1 month and interest
has not been assessed, it maybe computed retroactive to the date of the debt, using the rate
current at the time of the assessment.

b. Interest Rate. Interest shall be computed monthly at the rate prescribed and
published by the U.S. Treasury in the Federal Register and the U.S. Treasury Manual Bulletins
quarterly or annually. An initial interest rate will remain fixed for the duration of that debt.

EXAMPLE: (Treasury Rate) X (number of days/3650r 366 -day year) X = (Principal)

c. Interest on Charges  Other than Principal.
. .

Interest shall not accrue on penalty
or administrative charges assessed the debtor, or on debts referred to another U.S. Government
agency for collection after the date of such referral, unless that agency is unable to effect
collection and the debt is returned to DoDDS for further action. However, in the case of a
renegotiated debt, loan, or agreement, the entire amount of principal, interest, penalty, and
administrative cost become the renegotiated principal.

d. Penalty Charges. A penalty charge of 6 percent per annum will be charged
additionally on the principal outstanding when the debt becomes 91 days past due. Penalty
charges shall accrue at the rate of 1/2 percent per month ( 6% per annum) and be assessed in 30-
day increments.

EXAMPLE: (.005) X (number of days/365 or 366-day year) X (Principal)

e. Administrative Charges1 . Administrative costs associated with handling
collection of debt may also be assessed the debtor. Administrative costs maybe costs directly
associated with handling the debt such as postage, costs of obtaining an address or credit report
on the debtor, commercial collection agency fees, etc., or maybe indirect costs such as a portion
of the cost of DoDDS personnel resources allocated to the collection of delinquent debts.
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f. Debts of $25 or Less. For debts of $25 or less, owed by a person not assigned

to DoDDS and not due payments from DoDDS, the cost of collection is deemed to exceed the
amount to be collected and no collection action is necessary.

g. Due Process. The debtor will be notified in writing, prior to assessing interest,
penalty, and administrative costs, whether by a notice in the initial billing or subsequent follow-
up letters, that interest will be assessed should the debt become delinquent. Interest shall be
waived if payment of principal is received within 30 days of the date at which the interest begins
to accrue.

4. Revocation of Privileges.v In cases where it’s deemed appropriate and attainable, DoDDS will
revoke privileges being extended to a debtor. Written notice of intent to do so will be provided
the debtor prior to taking such action. Dependents will not be allowed to remain enrolled in
school when payment for tuition has become delinquent.

5. Payment by Installments or Other Arrangements.

a. Whenever feasible, and except as otherwise provided by law, debts owed to the
United States, together with interest, penalties, and administrative costs, should be collected in a
lump sum. However, if the debtor is unable to pay the debt in a lump sum, payment may be
accepted in regular installments. Installments generally should not be less than $50 per month
and  should be of sufficient amount and frequency to liquidate the claim in not more than 3 years.
Interest will continue to accrue on the unpaid balance until the debt is paid in full.

b. Prior to agreeing to accept payment from a debtor in installments, the
responsible DoDDS fiscal division must fulfill the following criteria:

(1) Receive from the debtor a completed affidavit shown at Enclosure 4,
which discloses the financial status of the debtor sufficient to make a determination that payment
of the debt in a one lump sum is not possible or would place extreme hardship on the debtor.

(2) Receive a written, enforceable agreement from the debtor which
specifies: (a) The installment amount and repayment period.

(b) Acknowledgment of the debtor a statement of intent of the
debtor to pay the debt in installments.

(c) A statement from the debtor stating that the debtor understand
the consequences of failing to make the agreed installment payment. The form, “Promissory
Note Containing Agreement for Judgment” at Enclosure 5, or a similar statement, will be used to
obtain an installment agreement with the debtor.
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c. Payments by installment should be applied to the total outstanding balance in the order
as follows

(1) Administrative costs
(2) Penalties
(3) Interest
(4) Principal

d. The debtor will be provided a clause statement of the amounts applied to interest,
penalties, administrative costs, and the principal, and will understand the order to which
payments are applied.

6. Use of Defense Finance Accounting Service for Out
.

-of-Service Debt.

a. When debts remain delinquent after all efforts to collect them through administrative
offset have been exhausted, and no means to collect the debt within the Government exist, and no
agreement or attempt to satisfy the debt has been made by the debtor, the debt may be forwarded
to the Defense Finance and Accounting Service (DFAS).

b. DFAS and the Department of Defense Dependents Schools (DoDDS) entered into an
interagency support agreement (ISA) in September 1993. The ISA provides for DFAS-Denver
(DMS) to provide automated debt collection services for DoDDS out-of-service delinquent
debts. The ISA is provided at Enclosure 6 and the DoDDS operating procedure for out-of-
service debts is at enclosure 7.

7. Collection by Administrative Offset.

a. Offset to Salary1 . When all efforts to collect a delinquent debt from a debtor (follow-up
letters, telephone calls, etc.) have failed and there has been no willingness on the part of the
debtor to resolve disputed charges or to enter into agreement to repay the debt in installments, the
debt may be collected by offset to the debtor’s salary, basic pay, special pay, retirement pay or
other types of continuing pay. Prior to initiating action to collect the debt by offset the
responsible DoDDS fiscal division will be certain that all efforts to collect the debt through
communication with the debtor have failed and are well documented and that all due process has
been provided the debtor.
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DD Form 2481, “Request for Recovery of Debt Due the United States by Salary Offset” at
Enclosure 8, will be used. Initiating activities should make certain that due process, explained as
follows, has been afforded to the debtor:

(1) The debtor has received notice 30 days in advance, notifying him/her as to the
decision to offset salary.

(2) The employee has received notice of the right to a hearing and has not
requested one.

b. Offset by Other than Salary. When the debtor is no longer an active employee and
amounts available to satisfyi the debt by offset to salary or other continuing pay are not sufflcient,
then the debt may be collected by administrative offset. Collection by administrative offset is
from monies due an individual which are not considered pay, such as amounts due for final pay,
accrued leave, certain bonuses, or refunds.

c. Offset by Another Federal Agency. When it is known that the debtor is empIoyed by
another Federal agency, requests for involuntary collection by offset for debts owed to DoDDS
by an employee of another Federal agency will be submitted to the agency.

d. Offsetagainst Civil Service Retirement. When efforts to collect debts from salary or
administrative offsets fail, monies will be collected from an individual’s civil service retirement
account. SF 2805 “Request for Recovery of Debt Due the United States," should not be
submitted unless the following conditions are met:

(1) The former employee is separated from Federal service.
(2) DoDDS has exhausted all aforementioned means of recovery.
(3) The debtor has been provided due process, including an opportunity for a

hearing, and DoDDS has certified that due process was provided.

Request from other Federal agencies.e. Requests for involuntary offsets for debts owed
by DoDDS  employes to another Federal agency will be processed provided that there is written
certification that due process has been afforded.

8. Hearing and Written Submission.

a. Hearings.   Standards for hearings shall adhere to those prescribed in reference (c)
Chapter 30, Section 3003. Hearings are a due process requirement of U.S.C. 5514. Debtors are
entitled to petition for hearings to contest debt existence or amount or the amount of an
involuntary offset established other than by agreement with the debtor. The creditor organization
(administrator) will determine whether the debtor is entitled to an oral hearing or an
administrative hearing (review of written records) by an independent party (hearing official).
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The administrator will ensure that the hearing proceedings are conducted, and that the hearing
official provides a written decision to the debtor and creditor organization by whichever is
earlier, 15 days after completion of the oral or administrative  hearing, or 60 days from the date
the debtor submitted the petition for a hearing.

b. Written Submission. The creditor organization must notify the debtor of their right to
a hearing before an involuntary offset action is initiated. The debtor must submit a petition for a
hearing within 30 days from date of notification of intent to collect by salary offset or within 45
days after receipt of records if requested by debtor.

c. Creditor Organization Responsibilities. The administrator for hearings is the
DoD Component to which the debt is owed. Accordingly, DoDDS is the DoD Component for
any debt owed by its employees irrespective of the designated finance office which made the
payment or discovered the debt. DoDDS Fiscal Division designated the regional offices as
administrator for the hearings, as their locations are more convenient to the parties involved in
the hearing. The duties and responsibilities for the DoD Credit Component (administrator) are
provided in detail in reference (c), Chapter 3 and Enclosure 9.

d. Exclusions to Hearings.

(1) Oral hearings are not required if the debt type rarely involves issues of
credibility or truthfulness, i.e., overpayment of salary, LQA, and any adjustment to pay arising
out of an employee’s election of coverage or change in coverage under a Federal benefits
program requiring periodic deductions from pay. Creditor organization will determine when a
review of written records (administrative hearing) is sufficient to resolve debt issues.

(2) Administrative offset for a travel advancement under 5 U.S.C. 5705
(reference m), is not subject to a hearing. When making collections of unearned advances, per
diem or mileage allowance, the debtor will be given an opportunity to immediately pay the
amount due. If immediate payment is not made, the full amount maybe deducted automatically
from the next pay due the debtor, or retirement credit, or any other amount due the debtor from
the United States. Explanation of the requirement will be given at the time of the advance.
Hearings are not required, but the debt may be considered upon timely receipt of the debtor’s
request. The creditor organization will review the debt case and consider the debtor’s statements
and documentation submitted. The debtor will be provided a written decision with the reasons
for reaffirming the debtor reasons for adjusting or withdrawing the debt.
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9. Waiver, Compromise. Suspension or Termination.

a. Authority.  The Director, DoDDS is delegated the authority for the waiver,
compromise, suspension, or termination of debts. Requests for waiver or remission of debts
should be made by submission of all appropriate documents pertinent to collection actions taken.
Such documentation should support a narrative justification summarizing the nature of the debt,
collection of action taken, and the basis for requesting termination, compromise or suspension of
the debt. Waiver, compromise, suspension, or termination should only be afforded under
extraordinary circumstances or when the debt is uncollectible after all remedies have been
exhausted.

b. Waiver. The Director, DoDDS, may waive interest, penalty, and administrative
charges associated with any debt not exceeding $10,000 when:

(1) A debt is the result of administrative delay within DoDDS.

(2) The amount of payment received is sufficient to pay the principal amount of
the debt and the amount of remaining interest, penalty, and administrative costs do
not exceed $100.00

c. Reporting Forgiven Debts to the Internal Revenue Service. Debts written-off or
forgiven will be reported to the Internal Revenue Service on Form 1099-G, provided that the
individual is a citizen of the United States. A form 1099-G is not required for non-citizens.

10. Accounting Procedures to Mantain and Monnitor Debts . ODE and DoDDS regional fiscal
divisions shall maintain accountability for all transactions associated with the collection of debts
in accordance with DoD 7220.9M, Chapter 33( reference (n)) and reporting of receivables in
accordance with DoDDS Instruction 7200.2 (reference(o), “Advance Collection of Tuition Fees
and Schedule 9 Reporting.”)

.
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DoDEA Regulation 7200.3
Enclosure 3

APPLICANT CERTIFICATION
FEDERAL COLLECTION POLICIES FOR CONSUMER DEBTS

The Federal Government is authorized by law to take any or all of the following actions
in the event your payment becomes delinquent. Payment is considered delinquent if it is not paid
in full within 30 days from the date of the initial demand letter or billing notice.

Report your name and account information to a commercial credit bureau. This
information will remain on your credit record for seven years.

Assess additional interest and penalty charges for the period of time that payment is not
made.

Assess charges to cover additional administrative costs incurred by the government to.
service your account.

Offset your salary or amounts owed to you under other Federal Programs.

If you are current or retired Federal employee, take action to offset your salary or civil
service retirement benefits.

Refer your account to the Defense Finance and Accounting Service, Denver, Colorado or
a collection agency to collect the amount due, and assess a collection fee.

Refer your account to the Department of Justice for prosecution.

Refer your debt to the Internal Revenue Service for offset against any amount owed to
you as an income tax refired.

Report any written-off debt to the Internal Revenue Service as taxable income.

All of these actions can and will be used to recover any debts owed when it is determined to be in
the interest of the Government to do so.
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Certification

I have read and I understand the actions the Federal Government can take in the event that I fail
to meet my scheduled payments in accordance with the terms md conditions of my agreement.
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DoDEA Regulation 7200.3
Enclosure 5

Amount
PROMISSORY NOTE CONTAINING AGREEMENT FOR JUDGMENT $

For value received, I (we jointly and severally) promise to pay the
Department of Defense Dependents Schools (DoDDS),  the  Sum  of $__________,
in teres t  a t  the  sa te  of

 with
____% per annum, in (monthly) installments of not less

than $_____ each, payable at (on or before the first
day of calendar month) until  such obligation is fully paid. If  any such
installment shall remain unpaid for a period of 10 days, the entire amount of
th is  obl iga t ion ,  wi th  in teres t , less payments actually made, shall thereupon
become immediately due and payable at the option of DoDDS without demand or
notice, said demand and notice being hereby expressly waived.

I (we) do hereby authorize and empower DoDDS, any agent, or any attorney
of any court of record, State or Federal, to appear for me (US) and to enter
and confess judgment against me (us) for the entire amount of this obligation,
with interest, less payments actually made, at any time after the same becomes
due and payable, as herein provided, in any court of record, Federal or State,
to waive the issuance and service of process upon me (us) in any suit on this
obligation; to waive any venue requirement in such suit; to release all errors
which may intervene in entering up such judgment or in issuing any execution
thereon; and to consent to immediate execution on said judgment.

I (we) hereby ratify and confirm all that said Agency, agent, or attorney
may do by virtue hereof.

TYPED OR PRINTED NAME AND SIGNATURE DATE

TYPED OR PRINTED NAME AND SIGNATURE DATE

State  of

County (City)

I , a Notary Public in and for the County
(City) and State aforesaid, do hereby certify that on the day of
19__, before me personally apppeared

 — — ’

who is known by me to be the identical person who is described therein, has
acknowledged to me that he/she signed this instrument.

In Witness Whereof, I have hereunto set my hand and official seal this day and
year above.

Notary Public

(SEAL)

USF 7730 (July 86)
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INSTALLMENT PAYMENT AGREEMENT

The undersigned agrees to pay the sum of $______ in monthly installments until
his/her indebtedness to the Department of Defense Dependents schools (DoDDS)
in the principal amount of $________ plus accrued interest at ______ % per annum
is fully liqUidated. I f  a n y  i n s t a l l m e n t s  s h a l l  r e m i n  u p a i d  f o r  a
period of 10 days, the entire amount of this obligation, with interest, less
payments actually made, shall thereupon become immdiately due and payable at
the opt ion of said DoDDS, without demand or notice, said demand and notice
being expressly waived. In te res t  wi l l  be  charged  f rom the  da te  the
undersigned is notified that the principal amount plus accrued interest must
be repaid.

TYPED OR PRINTED NAME AND SIGUATURE DATE

DSF 7731 (July 1986)
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INTERAGENCY AGREEMENT
BETWEEN THE

DEFENSE FINANCE AND ACCOUNTING SERVICE - DENVER CENTER
AND THE

DEPARTMENT OF DEFENSE DEPENDENT SCHOOLS

I. References

A. Department of Defense Directive 5518.5, Defense Finance and
Accounting Service (DFAS), November 26, 1990.

B. Department of Defense Directive 4000.19, Interservice,
Interdepartmental and Interagency Support, April 15, 1992.

C. The
89-508,

D. The

Federal Claims Collection Act (FCCA) of 1966 (Public Law
80 Statute 308; 31 U.S.C. 951-953).

Debt Collection Act (DCA) of 1982 (Public Law 97-365).

E. Strategic Transition Plan (STP) 11-1, Out-of-Service Debt
Management Standardization and Consolidation.

F. DFAS-HQ/D Decision Memorandum, February 7, 1992.

G. DFAS Regulation, 7045.17R, Administration of Unit Cost.

H. Department of Defense Instruction (DODI) 7045-18, Collection
of Indebtedness Due the United States.

I. DoDI 5409.11-R, DoD Privacy Program.

III. Scope

A. This is an agreement between DFAS and DoDDS and is
established in accordance with References A and B. It provides
for DFAS to furnish automated debt collection services for DoDDS
Out-of-Semite delinquent debts and DoDDS to provide their
delinquent debt files to DFAS-DE (DDMS).

B. Specific agency tasks are delineated in the Attachment to
this Agreement.

III. Purpose

A. To establish the terms and conditions of an agreement between
the Defense Finance and Accounting Service (DFAS) and the
Department of Defense Dependent Schools (DoDDS) relative to DFAS
providing debt collection services for DoDDS Out-of-Service
delinquent debts through the use of the DFAS Defense Debt
Management System (DDMS).

B. This Interagency Agreement will be consistent with Agency
responsibilities, Reference A.
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IV. Authority

A. parties enter into this agreement under the authority of
References C., D., and E.

B. Reference C., directs the head of the agency or designee to
attempt to collect all claims due the United States. The Act
also authorizes the head of the agency or designee to compromise,
terminate, or suspend collection action on such claims, using
standards prescribed by the Attorney General and the Comptroller
General.

C. Reference D., expands the authority of Reference C., amending .
Sections 3 and 10. The Act includes provisions for use of
private collection agencies, referral to credit bureaus, and the
internal Revenue Service (IRS), collection by administrative
offset, and assessment of interest, penalty, and administrative
charges.

V.

VI.

D. References E and F., provides for standardization and
consolidation of debt management functions and also directs
implementation of one standard system, DDMS, managed and “
maintained at DFAS-DE.

E. Reference G., provides procedures for the use and
administration of unit cost within DFAS.

F. Reference H., provides policy for collection of debts due the
Department of Defense.

G. Reference I., contains DoD rules for accessing records and
for contesting or appealing agency determination by the
individual concerned.

Responsibility

Refer to specific individual agency responsibilities which are
delineated in the Attachment to this Agreement.

Administrative Instructions

A. This is an agreement applicable to the client agency, DoDDS,
using DDMS, for collecting DoDDS's delinquent Out-of-Service
debts. This service will be provided to DoDDS at a cost of
$403.87 for each case closed.

B. This agreement shall be effective upon the signature of both
parties and shall remain in effect until terminated as set forth
in paragraph F.

C DFAS will: ensure that sufficient systems and operations
staffing resources are available to provide on-going Out-of-
Service debt collection assistance; provide sufficient staff
resources to control, operate, and maintain DDMS as stated in the
attachment;
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D. DoDDS will: provide their Out-of-Servi delinquent debt
files by the United States Postal Service to DFAS-DE. Debt
information which must be included in these files is listed in
the attachment.

E. This agreement must be reviewed annually on its anniversary
date or as requested by either party and may be terminated as
follows:

1. At any time by mutual consent of the parties concerned.

2. By either party upon giving 180 days written notice to
the other party.

F. Any notice, request, demand or any other communication to any
of the parties hereto shall be deemed given when received and
shall be given in writing. Delivery shall be made by U.S.
certified mail or other such forms of delivery service providing
receipts certifying delivery. Delivery shall be considered
effected upon receipt of delivery certification and will be made
to the addresses below. Any changes in address will be furnished
in writing.

1. Defense Finance and Accounting Service-Denver Center
(DFAS-DE)
6760 East Irvington Place
Denver, Colorado 80279-8000

Attention: Directorate of Debt & Claims Management

2. Department of Defense Dependent Schools
ODE Fiscal Office
4040 North Fairfax Drive
Arlington, VA 22203-1635

Attention: Fiscal Division

G. The following individuals are responsible for the management
and coordination of the terms of this agreement within their
respective organizations. Copies of the Interagency Agreement,
pertinent correspondence, and changes or other transactions
pertaining to this agreement shall be furnished to these
individuals.

1. Deputy Director, Finance
Defense Finance and Accounting Service
DFAS-HQ/F
1931 Jefferson Davis Highway
Arlington,” VA 22240-5291

2. Mr. Richard S. Szot
Chief, Fiscal Division
ODE Fiscal Office
4040 North Faixfax Drive
Arlington, VA 22203-1635

6-5



H. DFAS ensures disclosure. retention, and use of personal
information and accessing of records by custodians of the DDMS
system and by persons responsible for servicing the record system
in the performance of their official duties, are properly
screened and cleared for a need to know.

1. The DFAS and DoDDS are required to meet requirements
established in the Agreement Attachment.

J. Any differences between DFAS and the client agency, DoDDS,
occurring through this agreement which cannot be resolved through
notifications at lower organizational levels with DFAS and client
agency, will be referred to the officials identified in paragraph
G for resolution. In the event those officials cannot resolve
the dispute, they will designate a mutually acceptable third
party to review the facts and recommend a fair resolution..

K. In executing this document, the agency is delegating its
responsibilities as enumerated in the attachment.

Chief, Fiscal Divison

TITLE
21 SEP 1993

DATE DATE
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ATTACHMENT

DETAILED TERMS FOR THE PROVISION OF SERVICES
UNDER THE INTERAGENCY AGREEMENT

BETWEEN
DEFENSE FINANCE AND ACCOUNTING SERVICE - DENVER CENTER

DEPARTMENT OF DEFENSE DEPENDENT SCHOOLS

DEFENSE FINANCE AND ACCOUNTING SERVICE.  THROUGH ITS DENVER CENTER
WILL:

(1)

(2)

(3)

(4)

(5)

(6)

(7)

(8)

(9)

(lo)
.

(11)

(12)

(13)

(14)

Receive and process the delinquent debtor files transferred from
DoDDS.

Establish and maintain debtor accounts.

Perform billing and collection functions.

Perform collection assistance on debts with a minimum dollar
value of $100, as established by DoDDS.

Provide DoDDS quarterly, by means of the C13, Reconciliation
Report, detailed transaction information on every debtor file
transferred to DDMS for collection assistance. This
reconciliation report is in two parts. Part 1 is for Open cases
and Part 2 is for closed cases.

Perform reconciliations with DoDDS.

Respond to billing and collection inquiries.

Generate termination of agreement on expiration date or at the
request of DoDDS.

Provide DoDDS debtors with correspondence relating to their debt
file in the Defense Debt Management System.

Provide software and mainframe hardware necessary for...
effective/efficient system operation.

Provide a back-up facility for use in the event of a catastrophe
rendering DFAS computers inoperable. Hill Air Force Base, Utah,
is our back-up site.

Establish procedures for processing new requirements or
modifications to the system.

Provide technical support for implementing new requirements or
modifications to the system.

DDMS will manually review each submission of debtor files prior
to entry of debt information. This review takes place within
thirty days of receipt of the inventory at DFAS-DE/FYDE. Debtor
files which do not contain all of the required debt information
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which is specified in “AGENCY WILL” in this Attachment, will be returned to DoDDS for
missing information. Only complete debtor file information will be accepted and entered into
DDMS.

(15) DDMS will assign a unique pseudo Account Disbursing Station Number (ADSN), which
will identify any and all transactions as DoDDS accounts. Upon receipt in DFAS-DE of the
DoDDS inventory, debts will be loaded with this unique ADSN as part of the accounting
classification. This ADSN will only be used for DoDDS debts and will identiy DoDDS as the
accountable agency. When collections are received, they will be deposited into a suspense
account identified by this unique ADSN identifier.

{16) Mail a U.S. Treasury check to the agency monthly if collections are received in the special
suspense account identified in (15) above. In addition to the check, DDMS will also provide an
SF 1049, Public Voucher for Refunds and a Voucher Summary/Audit Listing Base
Disbursements.

(17) Mail dunning letters providing debtors due process.

(18) Do debt referral to Collection Agencies.

(19) Do debt referral to Credit Bureaus.

(20) Do debt referral to the Internal Revenue Service, Tax Refired Offset Program.

(21) Do debt referral to the Department of Justice.

(22) Do referral to the Defense Manpower Data Center Salary Offset Program.

DoDDS WILL:

(1) The following list of DoDDS Regions and Points of Contact will be responsible for carrying
out all of the DoDDS responsibilities outlined in paragraphs (2), (3), (4), (5), and (6), below.

EUROPE REGION
Unit 29649, Box 285 Financial Manager
APO AE 09096 Gene Fleming
DSN: 338-7276
COMM 011-49611-3807276 Accounting Officer
FAX 011-49-611-380-7565 Robert Castle.
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PACIFIC REGION

PSC 556, BOX 796
FPO AP 96386-0796
(Okinawa Japan)
DSN: 640-110-3513
COMM: 011-81-988-76-3513
FAX: 011-81-988-76-4263

PANAMA/ISLAND REGION

For Panama:.

Unit 0925
APO AA 34002

DSN: 313-286-3867
COMM: 011-507-86-3867
FAX 011-507-86-3251

For the Islands
DoDDS, Fiscal Division
4040 N. Fairfax Drive
Arlington, VA 22203-1635

DSN: 226-3837, ext 129
COMM: 703-696-3859, ext 129
FAX: 703-696-4029

For DoDDS Headquarters
DoDDS, Fiscal Division
4040 N. Fairfax Drive
Arlington, VA 22203-1635

DSN: 226-3837, ext 137
COMM: 703-696-3837, ext 137
FAX: 703-696-4029

DoDDS, Fiscal Division
4040 N. Fairfax Drive
Arlington, VA 22203-1635

Fical Division
Don Salsberry

Accounting Officer
Julian Romagnoli

Chief, Resource Management
Charles Hill

Management Analysis
Off icer
Edilma D. deBurgos

Accounting Officer
Marty Dorfman

Supervisory Operating
Accountant
Alysia Stanton

Accounting Officer
Martin Dorfman

Supervisory Operating
Accountant
Mary Moton

Chief, Fiscal Division
Richard S. Szot
703-696-3835, ext 109
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DoDEA Regulation 7200.3
Enclosure 7

PROCEDURES FOR DODDS OUT-OF-SERVICE DELINQUENT DEBTS TO DFAS-DE

A. PURPOSE

This guidance provides the implementing procedures for referring DoDDS delinquent
out-of-service debts to DFAS-Denver Debt Management Services (DDMS) and the operating
procedures for maintaining the services at the regions.

B. DEFINITION

1. DoDDS Out-of-Service Debt. An indebtedness is considered a DoDDS out-of-
service debt if the debtor has not paid and is no longer employed with DoDDS. The out-of-
service debt is amidered delinquent when the amount due is more than 30 days past the date of
the initial demand letter or bill.

2. Cases Closed. The following are the type of debt transactions that are considered
cases closed.

(a) Collected in Full. The entire amount of the debt  has been collected. This
includes the principal amount, interest and penalties.

(b) Referred for Off - Set. The case has been transferred and payment is received
from another Federal agency. The debt can be satisfied by a one-time or installment off-set from
available pay. The case can not be considered closed and billed until the entire amount has been
collected.

(c) Formally Compromised. There has been a written acknowledgment to the
debtor stating the offer and the final payment that will be accepted as fill settlement of the debt
has been received.

(d) GAO Approved Waivers. Any debt that is formally waived by the U.S.
General Accounting Office (GAO) pursuant to 5 U.S.C 5584 or 10 U.S.C 2774, or an official
having authority.

C. RESPONSIBILITES

1. DoDDS Regional Office. Each region is designated as a client agency and will be
responsible and accountable for the debts submitted directly to DDMS for processing, see
Attachment to ISA. The regional office will:

7-1



(a) Refer to DoDDS out-of-service delinquent debt (hereafter “delinquent debt”)
to DDMS and request the servicing payroll Office to refer DoDDS delinquent debt to DDMS.

(b) Respond to DDMS on matters concerning a delinquent debt, and the terms
and conditions of the ISA. Any matters which cannot be resolved will be referred to DoDDS,
Fiscal Division.

(c) Maintain an accounts receivable record for the delinquent debt, refer
subsequent inquires or correspondent or payments on a transferred delinquent debt to DDMS.

(d) Pay the applicable collection fee for each delinquent debt case closed. The
collection fee is subject to change each fiscal year and proper notice will be given to each region.

(e) Use their current funding for the DDMS collection service fee. Use program
Project 7200-Regional Office Nonlabor Costs, and Object Class 2598 - Other Contracts. The
funding can be based upon the actual number of debt cases forwarded to DDMS times the current
collection service fee, or based upon the DFAS formula which is the anticipated number of debt
cases to be closed (50% of debt cases to DDMS times $403.87).

2. DFAS -Denver (DDMS). DFAS-DE will be responsible to each region individually
by performing the following service, also, see attachment to ISA for detail functions:

(a) Receive and process DoDDS’ delinquent debt promptly, mail a U.S. Treasury
check payment to the regions monthly for payments received during the month
on these accounts,

(b) Bill each region monthly for the delinquent debt cases closed during the
month.

(c) Provide quarterly reconciliation and detail transaction reports on open and
closed delinquents debt files.

(d) Matters concerning the daily processing of DoDDS delinquent debts will be
referred to DDMS, point of contact is John Anderson or Bob Soblick on DSN
926-7654 or (303) 676-7654.

(e) Debt cases will be mailed to DDMS at the address below by U.S. certified
mail or other such forms of delivery service providing receipts certifying
delivery.

Defense Finance and Accounting Service-Denver Center
Attn: DFAS-DE/FYDC
6760 East Irving Place
Denver, Colorado 80279-7000
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3. DoDDS Fiscal Division. The Chief, Fiscal Division, is responsible for:

a. The management and coordination of the terms of the Interagency Support
Agreement (ISA) for DoDDS.

b. Resolving matters which cannot be resolved between the regions and DDMS.

c. Providing and maintaining operating procedures to the regions for the services
provided by the ISA for the collection of DoDDS’ delinquent out-of-service debts.

D. PROCEDURES FOR DoDDS DELINOUENT OUT OF SERVICE DEBT CASES- -

The accounting officer will immediately, change bill/demand letters, and notify all
servicing payroll offices (payroll office) to change their bill/demand letters to state that if the
amount due is not paid within 30 days from the bill/demand letter date, the debt maybe
transferred to Defense Finance and Accounting Service-Denver for further collection action. 

a. A debt case for $99.99 or less will be transferred to the region for close-out. The
region will close-out the debt cases from their accounts receivable record, and transfer the debt
case to DoDDS, Fiscal Division for write-off in accordance with DS Regulation 7200.3,
Appendix B and DoD 7000.14 R, Part II, Chapter 31.

b. A debt case for $100 or more will be transferred to DDMS (address above).

(1) The payroll office will notify the region that the debt case was transferred to
DDMS, and provide for acknowledgment of receipt or use US. certified mail. The notice must
provide the following information on the debt case transferred to DDMS:

Name of Debtor
Social Security Number
Debt amount balance(principal only)
Other charges (amount of interest, penalties, fees, admin. costs
Date of initial demand letter
Date of last demand letter
Nature of debt (i.e. LQA, FEGLI, H.B., WGI, QSI, Pay Incr., Leave
Accounting classification
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(2) The region will maintain accountability for the debt case transferred to
DDMS, and reconcile DDMS reports to their accounts receivable records to ensure that the
accuracy of debt cases submitted, open and closed, and validate the DDMS collection service fee
bil l ing.

c. At least two follow-up letters should have been sent and the debt must be at least 60
days past the due date with no dispute, waiver, bankruptcy, hearing or review action outstanding.

d. Debt collection for a debt that is pending the results of an outstanding action will
remain with the respective payroll office or the regional office that initiated the collection action,
until the debt is resolved. If the resolution sustains the debt and payment is not received within
60 days of notice, with at least two follow-up letters, and no repayment agreement is established,
transfer the debt case.

e. The transferred delinquent debt case should include the initial bill/demand letter,
follow-up letters, payment voucher or information, any correspondence from debtor, and any
information, any correspondence from debtor, and any other charges, fees and interest due, and
the accounting classification.
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DoDEA Regulation 7200.3
Enclosure 8

REQUEST FOR RECOVERY OF DEBT DUE THE UNITED STATES
BY SALARY OFFSET



DD Form 2481

REQUEST FOR RECOVERY OF DEBT DUE
BY SALARY OFFSET

(Debt Claim Form)

THE UNITED STATES

AUTHORITY: DoD Instruction 7045.18

GUIDELINES FOR USE OF FORM

The information requirements

for this form are rather obvious

and with the exception of entry

3.e., t h e  i n f o r m a t i o n  c a n  b e
obtained from the records of the
Creditor Component. The Creditor

C o m p o n e n t  m u s t  r e l y  o n  t h e
Paying Agency’s cooperation and

assistance in ascertaining a debtor’s

disposable pay. We recommend

that DoD Components contact the

Paying Agency to get the amount

of disposable pay, compute the

appropriate proposed installment

p a y m e n t s  a n d  i n c l u d e  t h e

computed amount in the f inal

demand notice to the debtor. This
wi l l  ensure that  the proposed.

installment payments are correct.
and assist the debtor in making a

judgment on whether to challenge
t h e  a m o u n t  o f  t h e  p r o p o s e d

installment deduction.

Th is  deb t  c la im fo rm has  been
designed primarily for requesting recovery
of a debt by salary offset and certifying
that due process has been completed
when a debtor has not: responded to a

demand fo r  payment ;  reques ted  a
h e a r i n g ;  o r r e f u t e d  t h e  C r e d i t o r
Component ’s  p roposed ins ta l lment
deductions.

Regulations limit installment payments
to 15 percent of a debtor’s disposable
pay, unless the debtor has authorized a
la rger  amount  to  be  w i thhe ld .  The
Cred i to r  Component  i s  requ i red  to
designate on the debt claim form the 
number of installments and the amount

of each installment when requesting
offset from the Paying Agency. However,
if the Creditor Component has not been.

s u c c e s s f u l  i n  o b t a i n i n g  a  d e b t o r ’ s
disposable pay,  entry 3.e.  may be
completed by including the words, "15
percent of disposable pay.” In this case,
entry 3.i. wouId be left blank.
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DoDEA Regulation 7200.3
Enclosure 9

ADMINISTRATOR DUTIES AND RESPONSIBILITIES FOR PROVIDING
HEARINGS FOR DEBTORS

In general the administrator performs the following functions for any hearing:

1. Review the hearing petition and determine whether the debtor is entitled to an oral
hearing or a administrative hearing.

2. If a determination is made to grant a administrative or oral hearing, fax a copy of the
petition to DoDDS, Fiscal Division. DoDDS will forward the petition to Washington
headquarters Services (WHS). WHS will identify the DoD activity that will provide a hearing
official. DoDDS will forward the information to the region.

3. Request a hearing official from the designated activity that was identified by WHS.

4. Notify the debtor of the hearing after a hearing officer is assigned to the case.

a. For oral hearings, the administrator will attend and provide a notification of the “
date and the time and location of the hearing to the parties involved in the hearing process: the
debtor, the hearing officer, and the office responsible for determining the circumstances under
which the debt occurred and the amount owed the debtor. An oral hearing normally will consist
of informal conferences before a hearing official in which the employee and creditor organization
will be given a fill opportunity to present evidence, witnesses, and arguments.

(1) To the extent feasible, select a location that is convenient for the
employee or as close as possible to the debtor’s work station. The debtor will bare his expenses
incident to inspecting and copying government records or transportation for himself or his
representation.

(2) Provide for the expenses of the hearing official.

(3) Provide for maintaining a summary record of the hearing.

5. Provide the debtor and hearing official with a copy of the records relating to the debt.

6. The hearing official will provide a written decision on the merits of the paper or oral
hearing.

7. Perform the duties and responsibilities of an administrator for an appeal of the
determination of the existence or amount of debt The appeal must be filed properly with the
creditor organization and hearing officer.
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