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INTRODUCTION

The National Aeronautics and Space Administration (NASA) Shared Services Center
(NSSC) will manage debt collections for all NASA Centers, in accordance with the
following regulations:

A. Statement of Federal Financial Accounting Standard No. 1, “Accounting for Selected
Assets and Liabilities”, June 2018;

https://files.fasab.gov/pdffiles/2018 fasab handbook.pdf

B. Treasury Financial Manual (TFM) supplement, “Managing Federal Receivables”

https://www.fiscal.treasury.gov/dms/resources/managing-federal-receivables.html

C.“Federal Claims Collection Standards” 31 CFR 900-904;

https://www.federalregister.gov/documents/2000/11/22/00-29284/federal-claims-
collection-standards

D.“Debt Collection Authorities under the Debt Collection Improvement Act of 1996” 31
CFR 285;

https://www.ecfr.gov/current/title-31/subtitle-B/chapter-ll/subchapter-A/part-285

E. “The Digital Accountability and Transparency (DATA) Act” amends 31 U.S.C. 3716(c)
(6); https://fiscal.treasury.gov/data-transparency/history-overview.html

F. Office of Management and Budget (OMB) Circular A-129 "Policies for Federal Credit
Programs and Non-Tax Receivables," January 2013;

https://www.whitehouse.gov/sites/whitehouse.qgov/files/omb/circulars/A129/a-129.pdf

G.“Debt Collection Improvement Act of 1996” [Public Law 104-134]

https://www.fiscal.treasury.gov/dms/about/about-dcia.html

H.26 CFR 1.6050P-1 (IRS 1099-C, Collection of Debt)
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I. United States General Ledger; Overview: US Standard General Ledger: Publications
& Guidance: Financial Management Service

J. Federal Acquisition Regulation (FAR); http://www.acquisition.gov/far/

K. Treasury Report on Receivables (TROR);
https://www.fiscal.treasury.gov/dms/resources/debt-management-governmentwide-

reports.html

L. NASA Procedural Requirements (NPR):

http://nodis3.gsfc.nasa.gov/lib docs.cfm?range=9%5b0,1,2,3,4,5,6,7%5d
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PURPOSE

This SDG outlines procedures followed by the NSSC Service Provider (SP) and Civil
Servant (CS) as it relates to Accounts Receivable (AR) outstanding debt management
activities for all NASA Centers.

APPLICABILITY/SCOPE

NSSC AR manages debt collections for all NASA Centers. These activities include but
are not limited to:

e Dunning

e Salary Offsets

e Managing Disputes

e Referral to Treasury Cross Servicing
e Write-offs

e Waivers

e Promissory Notes

Note: The SP is responsible for documenting and maintaining all Macros/Scripts
utilized in these processes.

PRIVACY DATA

All participants involved must ensure protection of all data covered by the Privacy Act.

RECORDS

Records shall be maintained in accordance with NPR 1441.1E, NASA Records
Retention Schedules.

CANCELLATION/SUPERSESSION OF PREVIOUS DOCUMENTS

This document supersedes a portion of NSSDG-9200-0007 Revision 11.0.
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PROCESS 1 — DUNNING

STEP 1. DUNNING - Account Maintainer - Run “AR Aging” Report

On the16th calendar day of the month (or the next business day following the 16th if the
16th falls on a non-business day), review the SAP “AR Aging” report and identify debts
that should be picked up by the Dunning process.

The aging report is used to determine which customers are to be assessed interest,
administrative fees and penalty based on the following schedule:

First Dunning (45 — 75 days aged)
1.0% Interest
$34.00 Administrative Fee

Second (aka “Final”) Dunning (76 — 120 days aged)
1.0% Interest
$34.00 Administrative Fee

Third (aka “Internal”) Dunning (121 — 150 days aged)
1.0% Interest
6.0% Penalty

A. Run the “AR Aging” report in SAP.

1. Enter T-Code ZCF_ARAGING and then the “AR Aging” report criteria for
dunning:

a) Account Group/Range = ZCOM
b) Business Area = Center’'s Business Area (e.g., 22)
c) G/L Account Range:

i. 1310.0000 — Reimbursable Principal
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i.  1310.3000 — Direct Principal

iii.  1340.0000 — Interest

iv. 1360.0000 — Penalty

v. 1370.0000 — Administrative Fee

d) Through Accounting Period = Current Period

e) Fiscal Year = Current Fiscal Year

AGING OF ACCOUNTS RECEIVABLE REPORT: ZRCF_ARAGING_PJ

| Data Selection

Account Group/Range gcom to | =]
Business Area(s) 22 | to
Customer Number ' to
Document Number ] to
GIL AccountiRange [1310.0000 (=]

Through Accounting Period 5

Fiscal Year 2010

2. Export into Excel and save on the N. Drive at:
N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\Dunning\<Center>\<FY>\<Month>.

Note: Current NASA Employees are not part of the dunning process, but rather they
receive a Salary Offset Notification (Friendly Reminder) e-mail 30 days after the Bill of
Collection (BOC) is issued. At 60-days aged, the BOC is sent to the Department of the
Interior (DOI) for Salary Offset.

STEP 2. DUNNING - Account Maintainer - Analyze “AR Aging” Report

A. The NSSC Account Maintainer analyzes the data to identify all receivables to
determine what outstanding receivables need to be dunned.
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Note: When viewing the bill of collection posting in SAP, the “Last dunned”
value is incremented for each dunning letter created showing how many
“dunning” the bill has undergone.

Display Document: Line Item 001

2 2 v a & B Addional Data [l Withholding Tax Data
Customer Etuéé 16 j;j RENTAS, TAMIKA L G/L Acc 1310.3000
CoCode NASA 1005 MELODY LN

NASA FRIENDSWOOD Doc. No.  [1800005828
Line Item 1 / Invoice / 01

Amount 3,212 .87 usp

Additional Data

Bus. Area 72

Disc. base 3,272.87 Disc. amount 0.00 usp

Payt Terms 7000 Days/percent o lo.o00 |30 Jo.o00 I3[0

Bine Date 03/15/2016 Invoice Ref. AN Y

Pmint Block

Dunn. block Dunning key

Last dunned 05/16/2016 O

Assignment 18000058282016 '

Text TRANSFER DEBT - ANNUAL LEAVE &,  longtext |

B. Before dunning an AP customer (and also before writing-off and/or sending to
Treasury), you must ensure a payment was not received by AP. To do this,
complete the following steps.
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1. Enter FBL1N in SAP.

Vendor selection
— s -
|
Wendor account 138428 © to |
Company code NASH to [ = |

Selection using search help
Search help ID
Search string
| o> Search help J

Line tem selection
| Status
_)Open items
Open at key date 06/23/2015

. ) Cleared items
Clearing date to
Open at key date

°

=) All termns
Posting date to

g

Type
|MNormal items
+ |Special G/L transactions
| Noted items
| Parked tems
[Customer items

2. Enter Vendor Number from AP IDR.

3. Check All Items.

4. Under the “Type” section, check the boxes for “Normal items,
G/L transactions,” “Noted items,” and “Parked items.”

Special
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Vendor

Cempany Code

138428
NASA

Name BOEING COMPANY, THE
City SEATTLE
St |PBk [BusA|Pmt | User DocumentNo | Ty| Reference Pmnt date |Pstng Date|Doc. Date |S|DD LC amnt|Clrng doc.|Clearing |1

o 72 |72 |NS000964(2000096887| 22 06/02/2015(06/02/2015|06/02/2015 170.00 [2000096887|06/02/2015
O'm 72 |72 |NS000964(2000096888 | 22 06/02/2015|06/02/2015]06/02/2015 3,650.00 (2000096888 |06/02/2015
0o 21 |21 |NS000210(2000099207|zp 06/01/2015(06/01/2015|06/01/2015 27,400.00 [2000099207(06/01/2015
Om 21 |21 |NS000961(2000090429| 22 05/07/2015(05/07/2015|05/07/2015 17,300.00 (2000090429|05/07/2015

o 21 |21 |NS000569(5602222917|RE|NNAISBB10P 1924036300 [06/04/2015(05/07/2015|05/06/2015 27,400.00-|2000099207|06/01/2015/1
O's 72 |72 |NS000585(5602222962 |RE NNJ1SRN17P 1923649500 [06/04/2015(05/27/2015|05/06/2015 170.00-(2000096887|06/02/2015(1
[ o 72 |72 |NS000585(5602222963 |RE NNJISRNLTP 1924036400 [06/04/2015(05/27/2015]05/06/2015 3,650.00-|2000096888)06/02/2015|1
] 21 |21 |NS000961(2000085220 2P 05/01/2015|05/01/2015]05/01/2015 10,300.00 |2000085220|05/01/2015
[ o 72 |72 |NS000964(2000080600| 22 04/27/2015(04/27/2015|04/27/2015 31,630.00 (2000080600(04/27/2015
O 21 |21 |NS000569(5602205820 RE NNALSBAB2P 1912277100 (05/07/2015(04/23/2015|04/08/2015 10,300.00-(2000085220|05/01/2015(1
[ 72 |72 |NS000587(5602207676|RE NNJLSRN16P 1912591400R [05/08/2015(04/23/2015]04/08/2015 31,630.00-(2000080600|04/27/2015(1
B ] 21 |21 |NS000569(5602215783 |RE|NNALSBAB2P 1912277200 |(05/20/2015(04/23/2015|04/08/2015 17,300.00-(2000090429|05/07/2015|1
o 23 |23 |NS000165(2000062624 |22 03/05/2015(03/05/2015|03/05/2015 223,600,00 |2000062624]03/05/2015
o 23 |23 |NS000625(5602176059 RE| NNL12AAS5P 1882980500 |(03/18/2015(02/20/2015|01/28/2015 223,600.00-|2000062624|03/05/2015
o 21 |21 |Ns000210(2000040625|zp 12/22/2014(12/22/2014|12/22/2014 22,280.00 [2000040625(12/22/2014
'7‘ i} 72 |72 |NS000585(5602142580 RE [NNJ14RN42P 18662’?00()06!'!1-I 12/15/2014(02/23/2015|12/15/2014 5,500.00

o 21 |21 |Ns000273(2000013253|z® 10/27/2014(10/27/2014|10/27/2014 12,870.00 [2000013253|10/27/2014
O'm 21 |21 |NS000174(2000011476 22 10/22/2014|10/22/2014|10/22/2014 5,500.00 |2000011476|10/22/2014
[l o 21 |21 |NS000565|5602105361|RE|NNAL4AC66P 1839285000 |[11/06/2014|10/21/2014]|10/08/2014 12,870.00-|2000013253|10/27/2014|1
[ m 21 121 |NS00046615602135289 | RE NNA14ACG6P 1839680500 101/02/2015(12/09/2014110/08/2014 22.280,00-12000040625(12/22/2014

5. Do a search on the amount of the bill.

a) Yellow = Parked (payment NOT received).

b) Green = Paid (payment received and cleared - should have 1500
cash doc).

c) Red = Posted (payment received but not yet cleared — NO 1500 cash
doc).

If you are still unable to make a determination on whether the bill is still
outstanding, send a task to the AP Center POC Lead to ask if payment
has been received and if the bill is valid.

C. Compare the “AR Aging” to ServiceNow to determine if a collection has
been received but not yet posted.
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1.

2.

3.

Log into ServiceNow.

Select “Finance Services-Account Receivable

E Finance Services - Accounts Rec...

<
b

Select the filter Icon and select the search critieria’s that apply to
the collection you are researching, such as; is the collection “Active”,
Document Reference Number, Dollar Amount, etc. then select “Run”.

If there is a collection that matches the customer and/or amount on the AR
Aging, do not send a dunning letter to the customer. Change the dunning
block to a “Z “in SAP to block the debt from dunning.

Note: If a collection is received for the principal only within 30 days after
the bill due date, the interest and administrative fee can be reversed with
Y3 - Timing Issue as the reversal code and cite “14 CFR 1261.412” on the
reversal document. The reversal should be sent to L3 for approval. If the
collection is received beyond 30 days after the bill due date, it will be
reviewed on a case-by-case basis by the AR CS Lead to determine if
interest/admin fee may be reversed (reference 14 CFR 1261.412 (g)).

D. Create a Dunning Block.

1.

Use T-Code FBL5N and double-click on the debt to be blocked from
dunning.
Note: Do not block a customer, only the debt.
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< 21/08 e€Ge DHEA HDoD @8
‘™ ©] Change Document: Line Item 001
l@@g@f? Addaional Data_|[E + Next tem |[E + Previous item |[ER Withhoiding Tax Data |

Customer 114997 STRICKLAND, CHRISTOPHER V G/L Acc 1310 .3000

CoCode NASA
Agency Doc. No 1800014221

Line ltem 1 / lnvoice / 01
Amount 470.73 uUsD

Bus. Area 51

Disc. base 470.73 Disc. amount  0.00 UsD

Payt Terms Z000 Days/percent % 5

Bline Date 6./ 2912012 invoice ref / ’

Pmnt Block

Dunn_biock = Dunning key

Last dunned

Assignment 18000142212012

Text 51548000018786 (TRAVEL AUDIT DEBT) (W,  Longtext |

2. Select the pencil icon at the top to edit fields.
3. Select the menu button next to “Dunning Block.”

4. Select the block that best describes the reason for blocking the debt from
dunning:

a) A = Block Manual Interest/Penalty Postings
b) C = Referred to Collections

c) | =In Dispute

d) P = Promissory Note

e) R = Returned from DMS-Pending Write-off
f) S = Salary Offset

g) T = Collected by Treasury

h) W = Waiver Requested
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i) Z = Amounts Not Eligible for Dunning (see examples below):

Lo... | Text |
Freed for dunning

Block Manual Interest'/Penalty Postings
Referred to Collections

In Dispute

Promissory Mote

Returned from DMS-Pending Write-off
Salary Offset

Collected by Treasury

Waiver Requested

Amounts Mot Eligible for Dunning

i.  Collection found in ServiceNow.

NSH0DT- 0>

ii.  Collection pending posting in another Functional Area due to **
“Temporary Vendor Overpayment” process.

5. Click Save.

Note: “Temporary Vendor Overpayment” Process: Collections received for an
amount disbursed in a prior year and on which, the fund has not yet expired,
must be validated by the NASA Center by sending the “NSSC-0061- Accounts
Receivable Funding Information Request” form to validate posting information.
Please utilize the below e-mail template when sending:

Vendor Refund Process Email Template (to be used for collections received
where the original disbursement was made in a prior year and the funds are
unexpired)

(Center POC),

NSSC AR received a collection (refund to NASA) from the customer noted below.
In accordance with the Agency’s Vendor Refund Process, please review the
funding information to validate Anticipated Recoveries at your Center.
Anticipated Recoveries must be monitored for refunds to NASA where the fund is
unexpired and the original disbursement to the customer was made in a prior
year.

Once this is complete, please respond with your approval to post.
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NSSC AR

[Insert Customer and Funding Information]

STEP 3. DUNNING - Account Maintainer - Calculate Interest/Penalty and
Administrative Fees.

A. Enter T-Code F-150 in SAP

Note: The calculation of the interest, penalty and administrative fees is
processed in conjunction with STEP 4. See the steps below to enter the criteria
for T-Code F150.

B. Manually Calculating Interest or Penalty
1. Use the “Interest Calculator” located in the Dunning folder on the N:Drive.
a) Enter “Times # of Days late.
b) Enter amount of Principal amount in “Principal”.
c) Saved this spreadsheet as back up in the centers current months

dunning folder on the N:Drive

STEP 4. DUNNING - Account Maintainer - Prepare Delinquent Letters

Note: There are times when an out-of-cycle dunning will need to be processed
(e.g., partial payment received). The only difference is the Identification and the
entry for the customer.

A. Status tab
1. Run On = Today’s Date

2. ldentification = Business Area, period and fiscal year (e.g., 640110). For
an out-of-cycle dunning, use the customer number.
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=
Dhunming mnotice = Edit =oto Exiras Ernvironrment Syw=t=rm H
= | = < = €S e 2 GO G
Doy oy

|I%‘|T‘"II [ Imdiwv dunn.notice II‘;E'_ Cunn._ historys I

FRun Cin 1Tas16/Zoo9)|
Identincatiaon E4EI11EII|—:r']

 aBSEOTENL  Paramster . Fres seisction

d Additional LLaog

Statu=

o pararmeters rmaintained

B. Parameters tab
1. Dunning Date = Today’s Date

2. Documents posted up to = Today’s Date

3. Company Code = NASA

4. Customer = 100000 to 999999 for an out-of-cycle dunning, only enter the
customer needed.

-Ilzjgunning notice s Edit Soto Extras Helgp

| = | =] o B € Gy e | Lo B0 GS | wa v an =0 | BE ] || G beE
Dunning:- Parameters
[EEa| [ mmdiv.dunnonotice || 2 Cunnohistons |

Environment Sxstern

Run oOn 1E|.-'15.-’2E|E|EII
Identification |Gaci11a]
| Statuc ECETETGETCTENN,  Fros ssisction

i Additional Log

D ate

Dunning date

1016562009

[1TBs16sza09 |

Docmnts posted up to

| Company Code
Cormpany Code Masa| to
Account Restrictions

—Custormer 1o0000. o 999999

wendor |

=
| o [ |

C. Free Selection tab
1. Field Name = BSID-GSER (from the drop down menu)
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2. Values = Business Area

e

Erctr=m = Erwiromrme o

= oto 13
= == |

Sar=te e el

= G G55 1 =0 Yo Ao =T |

= | = = ===
Eresrerninecg: Free Selectionmn=s

| Ca mmdiv aunn notice || =2 ounnhistore |

Furn on

TAasTs o009
Eam 1@

Idemtification

Statu= ™ Pararmeter g

Additiorn =l oo

Field mnarme I=E. I—=slu== | | [ ||

ESID-GSEER 1 s —1
— —1
—1
—
—
—1
—
—
| — —1
 — | —1

[=1C=11I I IfL=10r=1

D. Go back to the “Status” tab.
1. It will ask if you wish to “Save parameters?” Click “Yes.”
II = Cwunning parameters

Save parameters?

Mo E3

Zancel

(5 Schedule

2. Click the “Schedule”

button.

E. When the “Schedule Selection and Print” box appears, select “Start
immediately” and enter MAIL in the “Output Device” box to ensure the
Dunning List is sent to the SAP Outbox.
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I@Schedule Selection and Print

Job parameters

18/16/2009]

Start date

Starttime 00:00:00]
Startimmediatey |
Target computer

Printout

Dunn.print with scheduling ? =
OutputDevice MAIL

IQ—} Schedule “ 2€ cCancel I

(5 Schedule

F. Click “Schedule”

button.

G. Hold down “Enter” key until you see “Dun.selection is complete.”

Dunning

‘f Change ||Q Duniring printoutHQ Sarnple printoutHD Indiv.dunn.niotice Hg Dunn.histonrH&p Log ||6{p Dunining Iist||ﬂ Delete|

] Run On 19.’18.’2999'&]

|dentification G410

Status

0 Parameters were maintained

{5 Dun.selection scheduled for 10/16/03 &t 10:08:00
[G-) Dun.gelection is complete ]

H. Click the “Dunning list” button.
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Dunning

‘f Change ||Q Dunning printuutHQ Sample printoutHD Indiv.dunn.notice Hﬁ Dunn.histnry”cﬁé{’ Log” Dunning Iist||m [elete|

] Run On 10.’16.’2009'&

|dentification f40110

_m Parameter i Free selection i Additional Log

Status

0 Parameters were maintained

{8 Dun.selection scheduled for 10/ 6/03 &t 10:08:00
{5 Dun.selection is complete

Review and compare the “Dunning List” to the “AR aging” report to ensure
accuracy. If they do not match there is a possibility that a bill should be
blocked from dunning or is blocked on a previous month’s dunning run.

Dunning Proposal: fum Onm: 07/16/2020, Identification: 621020

62 HEDRR H HUNDLEY JSfufz:uc 1800005231 | TRANSFER. DEET - AMNUAL LEAVE (PP1523) First 64 646.75 27 0.00 5 02
62 WEDAA H HINDLEY|02/24/2020| 1800003018 | TRANSFER DEST - NEG ANNUAL LEAVE (FP1814-PR1sis)|Internal 143 1,245.18 E.TE 23.13 7807
&2 MEDEA H HUNDLEY Administrative Fees Internal &B.00 &B.00

* Costomer § 124387 1,995_09

| | | | | | | | i

1,995.09

- g2

Note: If you encounter the scenario above, a customer with a “First” and
“Internal” dunning, a $34 fee needs to be added to the “First” dunning letter.
Create a manual dunning letter and update the “dunning list’ to reflect this.
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] Reviewing the Dunning List

R | I ey ) ]
51 04/22/2015] 1000007500 |S1000009645 (TRAVEL ATDIT DEST) Nt 48 .00 K o1 _‘ n
5 Asmizistrativg Pess First nu

* OCastomar § 1501 W1

* First Dunning (45 - 75 days .
- In!ere:‘t(= 1% - ‘ Letter mailed to customer |

* Admin Fee = $34.00

) — e Moklcs Peinelpal Mmousk] Intarest FeselEy/Vas Yokal Aol
131 06/12/2015 | 1000008200 |51000006726 (TRAVEL AUDIT] |Pinal (H] T Co.se) 40,38
3} Administrative Fees Final (II L1 6.0

* Customer ¥ 118827 116.1%

+ Second Dunning (aka: Final Dunning) (76 - 120 days) ,
« Interest= 1% l Letter mailed to customer |

* Admin Fee = $34.00

51 00/27/2015| 1000007550 51000009445 (TRAVEL AUDIT DEST)ioternal i3 #0.00 | 0.2 > 1.0d 6.4
-1 ok Gni] 66,00

Administrative Fees internall

* Customer § 115312 129. 4

= Third Dunning (aka: Internal Dunning) (121 - 150 days) | NO Letter mailed to customer |
+ Interest= 1% —

P [ 151 Days = WIO and Refer to Treasury |

1. If corrections need to be made.
a) Delete dunning run by selecting “Dunning Notices - Delete
Dunning Run”
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¢

SH e

pritout [Yindidunnnotce  fDumhstory  Golog  Gepmtlog diDumnnglst AlExceptonLst {Delete

uld for 05/17/19. 3t 13:55:40
pete
18 dunning notices generated, of wich 12 ae to be sent

g

D US2(1)600 ¥ | ndmsus2a | OVR 2]

FEMNMWEN o ¢ Nild

b) Review items and make any necessary corrections.
c) Rerun dunning (See Step 4 process above).
2. If the item is blocked on a previous month’s dunning

a) Check the Exception List to see if the item is listed.

[E Dunning notices  Edit  Goto Extras Environment  System  Help w
@ |« eqae HE em
Dunning

Iy =ssample printout [ Indiv.dunn.notice  JiaDunn.history  $ylog  SePrint Log S Dunning listl| ®Exception List

b) Delete the dunning run by selecting “Dunning Notices > Delete
Dunning Run”
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S Entorert syt 1o | -4

] TR ew

lepmtout  [ndv.dunnnotice  4ADunn.history  &rlog  GePrintlog GwDunninglst JException Lt {ifDekete

f  Schedule

ditional Log

§

D US2 (1) 600 ¥ | ndmsus2di | OVR =)

e o gl
AR )

c) Go to previous dunning and click dunning printout to complete the
process.

d) Once previous month has been completed, rerun current month’s
dunning process.

J. After all corrections have been made to the “Dunning List” click the “Print”

icon and use “Mail” as the “Output Device.”
Note: Print the “Dunning List” even if there are no customers to dun.

K. Retrieve the “Dunning List” from your SAP Outbox and save the “Dunning
List” to N:\FM Division\Accounts Payable_Accounts Receivable\Accounts

Receivable\Dunning\<Center>\<FY>\<Month>

1. Naming Convention (e.g., Center — Dunning List — MM-DD-YY~FY20YY).
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Note: Do NOT make any changes to the dollar amounts on the Dunning
List using the PDF editing tool. You may make notes in the margin using

the PDF text tool.

Note: The “Dunning List” must match the customer(s) record(s) in SAP

after postings are completed.

L. Print the dunning letters by clicking the “Dunning printout” button.

| 23 Dunning printout |

Note: Once the letters are printed, they cannot be changed and the SAP

process is complete.

Note: This process must be completed, even if there are no dunning
letters, to prevent blocking customers on future months.

M. Make sure “Start Immediately” is checked and type “MAIL” in Output Device.

Il:':»' Schedule Print

Job parameters

Start date
Starttime

iStart immediately

Target computer

10/16/2009|
0 - 00:00|

Printout
OutputDevice

MAIL

E Print ” 3€ cCancel

N. Click the “Print” button.

O. Hold down “Enter” key until you see “Dun.printout is complete.”
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=
Dhuanming mnotice= Edit Soato Exiras=s Envwironrmiernt Sw=t=rm Helge
= | = < = € 3 | = G GS
Doarernidnucy
II%’TI | L3 =Sample printout II [ 1mdiv dunmn notice IIAC;_ Cunn histors Iln:;?:,f

Run O [1Tasr1 6 zo09 [
Identification [5am11:a]|

_m Farameter i Free selectiaon i Additiornal LLog

=tatu=

(=1 Farameaeters vwere rmaintained

By Dun.selection scheduled fTor 1051 55,09 Gt 1 3: 33525
T Dun.selection i= complete

C i ricatout =cheduled for 1 Os1 Syo393 =t 1 = =a=1
L3 Dun.printout is complaete

1. Dunning Letters will print to your SAP Workflow Outbox.

Note: If you ever need to reprint a letter, use F150 to view the dunning history for the
customer and reprint the letter.

P. Save the dunning Letters from Workflow Box

1. Go into your SAP Workflow Box E? to retrieve the letters.
=

M
<
SAP Easy Access

[2]=] I||I -]

=~ &3 Favorites
=~ 3 ACCOUNTS RECEIVABLE

] FBO3:- Display Document (8000 BILL #)
E FBO1: Post Document
B FBL1N - Vendor Line Items
= EFBL5N. Customer Ling ifems (CUSTOMER #
] FBL3MN: G/L Account Line Items
B xO03 - Display vendor (Address)
EE]l XxD03 - Display Customer (Centrally)

enu Edit Favorites Extras System Help

o] A0 cae  Daaa

— ]

2. Select “Outbox.”

<~ = Workplace: Farrah Fouquet
-

e :
Started workflows
Work items executed by me
Forwarded work items

<@ Resubmission

< Private folders

<@ Shared folders

<3 Folders subscribed to

™ Trash

™ Shared trash

LA
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3. Click on each individual letter.

Outbox
Class| Title | send date | Author | Attachmnts| Status|
( @] PO01339900-1. 01/11/2013  Farrah Fouquet 5] )
@] PO01339991-1. 01/11/2013  Farrah Fouquet (54
&] P01339992-1: 01/11/2013  Farrah Fouquet
&]| PO01339993-1: 01/11/2013 Farrah Fouquet g
] PO01339994-1: 01/11/2013 Farrah Fouquet 3
=]
4. Click on the “Print Data” [E22L22!3] jcon at the bottom of the page.
HEE
Document Edit Goto Settings System Help
B DA e@e DHR Bnas BE @m
Pisplay Document: P01339990-1:
[EI[Z]) [Reny-.. ][ Reply wiRefsrence... || | &7 New message |
P01339990-1: Expiration Date 01/18/2013
Created =1 Farah Fouguet on 01/11/2013 08.05.59
Changed =1 Farrah Fouguet on 01/11/2013 08.05:59

The Mail Attachment Contains the Print File Created by User NS000360 . with Number 339990-1 flom SAP System P01

To Print the Data, Open the Mail Attachment with a Suitable Program and Print the Document.

5. Save the dunning letters to the Center’s dunning folder on the N: Drive.
The dunning letter will be first page of your combined PDF package for L3.
Dunning letter examples are below:

a) First Dunning Letter
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Natenal Aeronautics and Space Admmistation
NASA Shared Service:s Center
Stennis Space Center, M5 395296000

Augast 06, 2015

Customer =l 15786

Subject: Past Due Notce

First Notice

Dear

Purzuant to Code of Federal Regulations (CFR) 14, Part 1261 407 this letter 13 to mform you
that MASA ba: not meceived payment for the following past due ball(s):

Ball Bill Principal Interest Total
0472772015 1800008363 1396274 igsa First 14,001 .38
0427/2015 1800008362 Te6.64 220 First 798 84
Fequired Cumulative Administrative Fee: 3400

Total Due: 14,834.22

Your prompt payment of this debt i1 requested a: soon as posuble

Once a debt 12 over 120 day: dehinquent, it will be referred to the Department of Treasury,
Bureau of Fizcal Servaice (BFS), of appropnate 1n accordance with the DATA Act of 2014, BFS
will use all means available to the Federal Government for collection of thas debt including offset
against other payvments that may be due to you, collecnon agencies and repornng the
indebtedness to credit bureans.

You, as the debtor, have certun nghts under the Debt Collection Act of 1982, and the Debt
Collechion Improvement Act of 1996, Genenally you may

mapect and copy any records related to your dabt

request a review of the determmnation of your debt

request 3 waiver, or

for purposes of salary offset or administrative wage garmazhment, request a heanng
concermng the debt

b) Second (aka “Final”) Dunning Letter
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MNanonal Aeronautics and Space Administration
NASA Shared Service: Center
Stenmiz Space Center, M5 39519-6000

Customer 118723

Subject: Past Due Notice

Final Notice

Dear

Purzuant to Code of Federal Regulanons (CFE) 14, Part 1261 407 thas letter 12 to inform vou
that HASA bhas not recerved payment for the following past due ball{s):

Angust 06, 2015

Bill Bill Principal Interest Total
Date No, Amouni Accrued Notice Amouni
0471372015 1800008340 685.00 217 Final 690.17
Reguired Cumulative Admaniztrative Fes: 6800
Total Dus: TE8.17

Your prompt pavment of thas debt 13 requested a3 so0n as posuble.

Omnce a debt 12 over 120 days delinguent, it will be referred to the Department of Treasury,
Bureau of Fizcal Senaice (BFS), with addiional interest and penalties appled, if appropnate, in
accordance with the DATA Act of 2014, BFS will use all means avalable to the Federal
Government for collechon of this debt including off:et against other payments that may be due
to vou, collechon agencies and repornng the indebtedness to credit buresus.

You, as the debtor, have certain n[ht'. under the Debt Collection Act of 1982, and the Debt
Collection Improvemaent Act of 1996, Generally you may:

* mspect and copy any records related to yvour debt

* mequest a review of the determmaton of your debt

* request 2 Walver, of

* for purposes of salary offset or admimsstrative wape garnichment, request a heanng
concerning the debt

c) Third (aka "Internal’) Dunning Letter (DO NOT MAIL)
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National Aeronautics and Space Adminstration
NASA Shared Services Center
Stennis Space Center, MS 39529-6000

Customer 7118723

Subject: INTERNAL USE ONLY- DO NOT MAIL |

Refer to dunning list for penalty calculation.

August 07, 2015

STEP 5. Dunning - Account Maintainer Enter journal entry to post interest, penalty
and administrative fees (JV approval is not required).

Note: A macro is utilized to perform STEP 5.

A. The Account Maintainer will open the AR Dunning Template_AM located
N:\FM Division\Accounts Payable_Accounts Receivable\Accounts

Receivable\Dunning.
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H - G- o= AR Dunning Template AMsm - Excel ? 0t
FILE HOME  INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER  ACROBAT ~ CMPS  AccountsReceivable | AR Dunning Account Maintainer Bz
EE =
Establish debt interest, Reverse
penalty, and admin fees postings
Account Maintainer  Reverse Payments
M1 - Je
A 8 C D E F G H 1 J K L M N ¢} P
Invoice Interest |Penalty (Admin Assignment Bill No Interest Penalty Doc  |Admin Doc |JV Interest |V Penalty IV Admin
1 Customer |Date Reference |Amount |Amount [Amount |BA [Bline Date |Number (Text Field) | Doc AM AM AM DocAM  |DocAM  [DocAM
:
4
5
B. Enter the following information under the green headers:
1. Customer Number
2. Invoice Date
3. Reference (Original Bill #)
4. Amount in appropriate columns
5. BA
6. Bline Date (Should be the same as the original bill)
7. Assignment Number (Original Bill Assignment)
8. Bill No. (Text Field)
:‘EI" = AR Dunning Template AM.xlsm - Excel e 2|

B AT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT CMPS Accounts Receivable I AR Dunning Account Maintainer B: I

=
EX

Reverse

pastings

Establish debt interest,
penalty, and admin fees

Account Maintainer

Refilerse Payments

H27 - f
A B C D E F G H I J K L M N 0 p
Invoice Interest [Penalty |Admin Assignment Bill No Interest Penalty Doc  |Admin Doc |IV Interest |JV Penalty [JV Admin
1 Customer [Date Reference [Amount |Amount |Amount |BA |Bline Date |Number {Text Field) [Doc AM AM AM Doc AM Doc AM Doc AM
2 120739| 2/7/2017| 1800002013 051 2634 10/10/26/2016| 18000020132017| 1800002013
3 120939| 2/7/2017| 1800004091 0.34 34| 10{12/27/2016| 18000040912017| 1800004091
4 120939| 2/7/2017| 1800004094 1.43 10(12/27/2016| 18000040942017| 1800004094
5 102133| 2/7/2017| 90237888 11.62| 137.84 684[12/29/2016 90237888| 5000004399
5 105856| 2/7/2017| 90239214 5.83 34| 64| 1/30/2017 90239214] 8000004749
7 105856| 2/7/2017| 90239215 3.21] 64| 1/30/2017 90239215/ 8000004750
8 I (Cern =

C. Click the “AR Dunning Account Maintainer” Tab

D. Click the “Establish debt interest, penalty, and admin fees” Button
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The macro will begin to post the documents and the spreadsheet will be
updated with the posting documents under the grey and gold colored
headers.

STEP 6. (MANUAL STEP) Dunning - Account Maintainer Enter journal entry to post
interest, penalty and administrative fees (JV approval is not required).

A. Enter T-Code FB70 in SAP and use the Day-to-Day Posting Reference to
post all fees.

1. Basic data Tab

a) Customer = Customer Number
b) SGL ind

i. Interest =27
ii.. Penalties = Y
ii.  Admin Fee =V

c) Invoice Date = Today’s Date
i.  Usually falls on the 16th of the month but if off-cycle, use
today’s date

d) Reference = Original Invoice Document Number.

i.  Reimbursable =900 Bill Number
ii.  Direct =1800 Bill Number
iii.  Partial Collection = Original 900 or 1800 Bill Number

e) Document type = DR
f) Amount = Amount of Interest, Penalty or Administrative Fee

Note: The “Dunning List” fee calculations are cumulative. Therefore, if the “Dunning
List” is run for a bill when it is 45 days old and when it is 76 days old (as it should be),
the fee amounts calculated in the “Dunning List” on the 76th day will contain interest
and administrative fees for both the 45th and 76th days (i.e., if a bill has been included
in more than one dunning run, the calculation from previous runs must be subtracted
from the cumulative amount calculated on the current “Dunning List” to obtain the
current amount that should be posted). Because penalty isn't calculated until a bill is



NSSC NSSDG-9200-0007

Version 12.0

Number

Service Delivery Guide

Effective Date: January 19, 2022

Expiration Date: January 19, 2024

Page 37 of 270

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Management of Debt Collection

121 days old, no adjustment to the penalty amount calculated in the dunning process is

necessary.
g) Text
i. Reimbursable = 8000 Bill # (Month/Year “Interest,” “Admin Fee”
or “Penalty”)
e.g., 8000005609 (March 2015 Interest)
Customer 105856 SGL Ind =
Invoice date Oo3/18/2015 Reference S0202727
Posting Date o3/18/2015
Document Type DR (Customer invoi_. ~
Amount 44.25 TUsSD Calculate ti
Tax amount
Company Code g
Agency Loc Cd
Payment Office X0002 HQ

i
“Penalty”)
e.g., 1800006060 (March 2015 Interest)

Direct = 1800 Bill # (Month/Year “Interest,” “Admin Fee” or

I3SGL Ind

axeassl
Reference

oO3/18/201S
Oo3/18/201S
DR (Customer invoi

Customer
Invoice date
Posting Date
Document Type

UsD

=

1800006060

Calculate tax

Amount O.0x
Taoc amount
Text l 1800006060 (March 2015 Interest)

Paymt termns
Baseline Date
Company Code
- »

OoL/30/,201S
MNASA NASA Washington DC

iii.
“Interest,” “Admin Fee” or “Penalty”)

Partial Collection = Original 900 or 1800 Bill # (Month/Year

e.g., 90202724 (March 2015 Interest)

Customer 105856 SGL Ind Z

Invoice date 03/18/2015 Reference 90202724

Posting Date 03/18/2015

Document Type DR (Customer invoi_. ~

Amount 31.39 USD Calculate tax

Tax amount v

Text (20202724 (March 2015 Interest) =
Company Code

Payment Tab
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a) Bline Date = same date as original posting date for bill for which
you are dunning.

Transactn Invoice Z

Basic data < Payment | Details | Tax | Withholding tax | Notes

[ Y
Bline Date LOI/O?/ZOlS{p

Inv.ref,

3. Details Tab

a) G/L will default depending on what Special Indicator you put on the
“Basic” tab. If done correctly, it should populate as follows:
i. Interest (Z)=1340.0000

ii. Administrative Fee (V) = 1370.0000
iii. Penalty (Y)=1360.0000
b) Assign

i. Reimbursable Bill = 900 assignment number of original bill.

Transactn Invoice -

| Basic data | Payment . Details | Tax | Withholding tax | Notes

G/L 1340.0000 Int RecNotClassified
c—IAssig'I. 0090202727
[TTCSUCT Text
Bus. Area Tr.part.BA
CreditArea
Int.block B .
Dunn.key Dunn.block AND
Fund

ii.  Non-Reimbursable (aka “Direct”) Bill = 1800 assignment number
of original bill.
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Transactn ‘Invoice -
Basic data | Payment /Detalls | Tax | Withholding tax | Notes
G/L '1340.0000 ! Int RecNotClassified
[Assign. 18000060602015 ||
Header Text
Bus. Area Tr.part.BA
CreditArea
Int.block
Dunn.key Dunn.block o
Fund

iii.  Partial Collection = 1300, 1400 or 1600 assignment number of
residual.

Transactn Invoice —

Basic data | Payment . Details | Tax | Withholding tax | Notes

'1340.0000 | Int RecNotClassified
I Assign. 14000083482015 |

Bus. Area Tr.part.BA
CreditArea
Int.block
| el 1
Dunn.key Dunn.block AN
Fund

c) Dunn Block = A

4. Bottom (aka “Downstairs”)

GiLacet  [ShotTet |DIC  |Text Tradin..|Bu... |Par
_5310.9099 | Cred... ¥ Customer 102142 (30111458 October 2009 Interest) _64
Cred. 3 )

a) GL Account
i. Interest=5310.0000

i. Penalty =5320.0000
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iii.  Administrative Fee = 5325.000

iv.  Amount = Amount of Interest, Penalty or Administrative Fee
Note: The amount on the “Dunning List” is CUMULATIVE, so if
you are on your 2nd or 3rd dunning, you only post the
difference.

v. Text

a. Reimbursable = 8000 Bill # (Month/Year “Interest,” “Admin
Fee” or “Penalty”)

b. Direct = 1800 Bill # (Month/Year “Interest”, “Admin Fee”, or
“Penalty”)

c. Partial Collection = 900 or 1800 Bill # (Month/Year “Interest”,

“‘Admin Fee” “Penalty”)

b) Bus Area = Business Area

c) Fund Center = Business Area and Center Abbreviation
(e.g., 62-MSFC)

d) Fund

i. Interest = NON1435
i. Penalty =NON1099
ii.  Administrative Fee = NON1099

5. Simulate (check for errors and Net $0)

6. Post (will give you a new 1800 document Number)

B. Enter T-Code FB50 in SAP and use the Day-to-Day Posting Reference to
post the second part posting with MR doc (JV approval is not required).

1. “Basic Data” Tab
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= =
Document Edit Goto BExras i Enyironment System Help

|e NiE cee LK nnoD DE @B
Enter G/L Account Document: Company Code NASA

[£a Tree on |[BF company Code |[& Hold | [ simuiate |[E) Park |[ 2 Editing options |

Basic data

Amount Information

DocumentDate  [18/16/2088|  Curency  [USD | Total deb.

Posting Date 10/16/2009) 0.00 USD
i 1 122

Doc.Header Text :Cuslomerwz‘l#z | Total cred.

DocumentType MR AR Misc Receipts [ 9.00 | USD

Company Code NASA  Agency Washington DC
oca

a) Document Date = Today’s Date
i. Usually falls on the 16th of the month but if off-cycle, use
today’s date

b) Reference Number = 1800# interest, penalty or administrative fee
posted in FB70

c) Doc.Header Text = Customer number

d) Document Type = MR

2. Bottom (aka “Downstairs”) — Line 1

5994 .0000 Debit &) 1.34/..0 Interest 1800000122 990

S ——

2985.0000 Cred.. 5] 1.34 .0 Interest 1800000122 9900
et} o:Im

a) GI/L acct = 5994.0000
b) D/C = Debit

c) Amount = Amount of Interest, Penalty or Administrative Fee
Note: The amount on the “Dunning List” is CUMULATIVE, so if you
are on your 2nd or 3rd dunning, you only post the difference.

d) Text
i. “Interest” or “Admin Fee” or “Penalty” — 1800 fee document
e.g., Interest — 1800006598
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e) Business Area = Business Area

f) Fund Center = Business Area and Center Abbreviation
e.g., 62-MSFC

g) Fund

i. Interest: NON1435

ii. Penalty: NON1099
iii.  Admin Fee: NON1099

. Bottom (aka “Downstairs”) — Line 2

| |5994. 0000 Debit T 1.34 0 Interest 1800000122 9900 64
[~ 1TEes ooon T ] T.24 -0 Interest 1 1

El i)

a) G/L acct =2985.0000
b) D/C = Credit

c) Amount = Amount of Interest, Penalty or Administrative Fee
Note: The amount on the “Dunning List” is CUMULATIVE, so if you
are on your 2nd or 3rd dunning, you only post the difference.

d) Text
i. “Interest” or “Admin Fee” or “Penalty” — 1800 fee document
e.g., Interest - 1800006598

e) Business Area = Business Area

f) Fund Center = Business Area and Center Abbreviation
e.g., 62-MSFC

g) Fund
i. Interest: NON1435
ii. Penalty: NON1099
iii. Admin Fee: NON1099
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4. Simulate (check for Net $0).
5. Post (will give you a new 100#).

C. Update the text field of 1800 doc.

1. Using T-Code FBO03, go into the 1800 fee document that you posted in
FB70 (part | posting) and input the 100# you just posted in FB50 (part

2 posting) at the end of both “Text” lines.

@ n] Document Overview - Display

] b ][> ][ 1] ]2 ¥] =] ] e[S choose [[ save | ) 0] ][] [0 Tex vata | [E] )]

Doc. Type @ DR ( Customer inwoice ) Wormal document
Doc. Mumber 1800008123 Company code NASH Fiscal year 201@
Doc. date 1871672009 Fosting date 1871672009 Feriod a1
Calculate Tax [
Ref . doc CUSTOMER 102142
Doc.currency UsD
Itm Amount | Funds Center Funded Program Fund Cmmt Ite|Tr.Pri|Text ]
1 168.62 RECY NOMFED | 102142 (90111457 OCTOBER 2009 INTEREST) 10031879
2 168 . 62-[64-55C S5C NONT435 MONR NOMFED (102142 (90111457 OCTOEER 2089 INTEREST) 10031879
0.e80

[[«]+]

a) To do this, you double-click in the line and then hit the “pencil” icon.

b) Make changes and save.

STEP 7. DUNNING — Account Maintainer — Assemble Dunning Package

A. Combine all items below into a PDF Dunning Package which should include
the following:

1. Dunning Letter

a) If a P.O. Box address is on the dunning letter, additional validation

is required.
i. Consumer Debt — Check FPPS for a street address — Update
address if a street address is found.
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b) AP Debt — Send a task to AP to request a street address. If no
street address is found, notate in the Dunning task that the address
was verified and no other address is available.

2. Original Bill of Collection
3. IDR Form (Direct Bills)

4. Other Backup (if applicable)
5. Pay.gov sheet
B. Save Dunning Packages to Dunning folder.

1. The PDF Dunning package is saved at the following path:
N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\Dunning \ Center \ FY20XX \ MONTH

2. Naming convention example:
a) First Dunning - Dunning 1~1800012345
b) Second (Final) Dunning — Dunning 2~1800012345
c) Third (Internal) Dunning — Dunning 3~1800012345

3. Also, save a copy in the Direct Receivable folder for the bill number.
C. Complete the “Dunning Checklist” for each Center and save a copy of this

completed checklist in the applicable dunning folder. The backup POC will
review this checklist when reviewing dunning.
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STEP 8 — Dunning - Account Maintainer — Review dunning prior to sending to L3 to

review.

DUNNING CHECKLIST

Cente |

PREPARER

AUDITOR

COMMENTS

Werifu the custorner iz NOT a MASA Ermploves

Check for Unposted checks in REMEDY

Check with AP before dunning an AP bill or verify yourself in FELSN

DUNNING LIST

|5 the Matice number correct? First, Final or Internal

Are the totals correct?

LETTERS

I the Matice numnber correct? First, Final or Internal

Are the totals correct?

SAP

|5 the correct armaunt posted in SAP
A The D isf g faffar Adve B8 comuiaiive amoonis

"Wasz this month's interest posted correctly?
fia Aot o Saslafr scbbachad Som presiaus amaanis posiad i SAFT

"Wasz this month's Admin posted correctly?
fia Amcat v Sashafiar scbbachad Fom prasiaus amaanis posiad i SAFT

Was thiz month's Penalty posted correctiu?
fia Aot an failefiar st Fom Sresians amoas posiad i SUE7

Werifu the Dunning List, Letter and SAP totalz match

Mote: "Internal” Letter has no "Tatal"

Cunning Packets uploaded into Tech Doz

OTHER THINGS TO CHECK

If dunning letter iz going to a P.0. Box, has this been venfied as okay with

H000 accounts net to $0.00 by Fund

GRS SR - Pamiad - Clrant

Sl gt AT fo S59T FRaE

FFeaade AMONVIRS AWM ADEA & AEnEEY

A. Create a ServiceNow Record/Task
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= Finance Case - FMC0003413 A

Number
Customer

Contact

Location

Category
SubCategory
Assignment Group
Assigned to

PIl

Short Description

Description

FMCO0003413

GSFC DUNNING

Goddard Space Flight Center
ACCOUNTS RECEIVABLE
DUNNING LETTERS
FM - ACCOUNTS RECEIVABLE L2
Farrah Fouquet

v

GSFC DUNNING (OCTOBER 2015)

L

&

FD Selection

@ Status
Priority

Age of Case

Days in WIP

Opened by

Opened

Watch list

(=4 ‘1* % Update | Create FD

—None —
Closed Complete
2-High

42

42

Farrah Fouquet

2015-10-16 12:47:55

1.

Customer

ARC Dunning
DFRC Dunning
GRC Dunning
GSFC Dunning
HQ Dunning
JPL Dunning

JSC Dunning
KSC Dunning
LARC Dunning
MSFC Dunning
SSC Dunning

OCONDO R WN

Category = Accounts Receivable

Subcategory = Dunning Letters

Assignment Group = FM — Accounts Receivable L2
Assigned to = Your Name

Pll Box = Checked

Status = Work in Progress

Priority = High
Save

B. Attach the following documents into the ServiceNow task:

1.

Dunning List

2. ALL Dunning Packages for the center.

C. Route Task to AR L2 backup POC for review.
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D. AR L2 backup POC and AR L2 Supervisor or designee will review the
following:

1. Review dunning letter to ensure the name and customer number
match SAP

2. Review dollar amounts to ensure calculations and postings are correct.
3. Add initials to Dunning Checklist

E. Once reviewed, the AR L2 Supervisor or designee route the task to AR CS.

STEP 9. DUNNING — CS Accountant — Review Dunning Letters - Review dunning
letters for accuracy and completion.

A. AR CS will review dunning letters for accuracy and completion.
1. AR CS will review the following:

a) Review dunning letter to ensure the name and customer number
matches SAP.

b) Review dollar amounts on letter and in SAP to make sure
calculations are correct.

c) Review to ensure the dunning process was ran on the correct date.

d) If dunning letters are not accurate or they were not executed timely,
a SNOW Quiality tab should be created.

B. AR CS will send the task to AR SP to print and mail dunning packets to
customer.
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1. In the ServiceNow task work notes, notify AR SP that the dunning
letters were reviewed and to proceed to mail the dunning package to
the customers.

Note: No signature is required on dunning letters.

STEP 10. DUNNING — Account Maintainer/Payment Processor — Mail Dunning
Letters

A. AR Account Maintainer will upload individual Dunning Letters according to the
original Bill of Collection number into TechDoc. See “NSSDG-9200-0008 Coll
& Deposit” SDG, Process 16-TechDoc Destruction Process —Direct
Receivables.

1. The Dunning List files per center are copied to N:\Document
Imaging\FM - AR - Dunning Lists

B. AR Payment Processor will print and mail the dunning package to the
customers.

1. Fold the packet so the customer address displays through the
envelope window.

2. Write mail code in the return address on the envelope and place the
envelopes in the AR Mail “Out” bin.

C. AR Payment Processor will route task to Account Maintainer after letters are
mailed.

D. AR Account Maintainer will resolve the task.
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PROCESS 2 — SALARY OFFSET (INCL. FRIENDLY REMINDERS)

Salary Offsets are debts owed by current NASA employees that are referred to the
Department of Interior (DOI) for collection through their salary.

STEP 1. SALARY OFFSET (FRIENDLY REMINDERS) — BoT- Automated Process —
Send Friendly Reminder
A. BoT Analysis of Aging Reports

1.

Logs into SAP to run, format, and save the Aging Report per T-Code:
ZCF_ARAGING for all centers and analyzes each active employee
debt to determine the type of debt.

B. BoT ServiceNow Research

1.

Logs into ServiceNow to search for payment received.

C. BoT Creation of “Friendly Reminder” Record

1.

If BoT determines no payment has been received on a debt aged over
30 days for a current NASA employee, a “Friendly Reminder” record is
created.

A “Accounts Receivable” Tab is created with the required information.
Record and Task is assigned to the AR L2 unassigned queue for
Account Maintainer review.

Account Maintainer — assigns to AR L3 for approval.

Once AR L3 approval is received, the Account Maintainer will send the
Friendly Reminder Notification by clicking the Friendly Reminder box in
the “Accounts Receivable” Tab . An email notification will be sent to
the employee from the AR mail box. (See Appendix B for Email
Template).

After the notification is submitted, the Account Maintainer saves a copy
in TechDoc and resolves the Task. (See STEP 6 below for process to
save to TechDoc).

The record will remain in “Pending” status until payment is received or
record will be utilized again if it becomes necessary to process a
Salary Offset request to DOI.
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STEP 2. SALARY OFFSET (FRIENDLY REMINDERS) — BoT Automated Process —
Request Salary Offset

A. BoT Analysis of Aging Reports

1. Logs into SAP to run, format, and save the Aging Report per T-Code:
ZCF_ARAGING for all centers and analyzes each active employee
debt to determine the type of debt.

B. BoT ServiceNow Research
1. Logs into ServiceNow to search for payment received.
C. BoT Creation of “Salary Offset” Task

1. If BoT determines no payment has been received on a debt aged over
60 days for a current NASA employee, an “Establish Salary Offset”
task is created under the open existing “Friendly Reminder” record and
assigned to the Accounts Receivable L2 unassigned queue.

2. Account Maintainer — Completes the “A-04 Collection of Gov

Indebtedness” form (Appendix C) located at the following path: N:\FM

Division\Accounts Payable Accounts Receivable\Accounts

Receivable\AR Forms and Templates \ A-04 Collection of Gov

Indebtedness, and attaches to the Task.

AR AM — Assigns Task to AR L2 Supervisor for review.

Once the AR L2 Supervisor review is complete, Task will be assigned

to AR L3 for validation and approval signature. AR L3 will then assign

back to AR L2 unassigned queue.
Note: Electronic signature is not required.
5. The Account Maintainer can e-mail or fax the A-04 form to the

designated DOI POC. (Refer to Step 9 below for complete process).
6. AR L2 can keep the case open to watch for the salary offset to occur
on the biweekly Datamart report from DOI.

> w

STEP 3. SALARY OFFSET (FRIENDLY REMINDERS) — Manual Process to be used
if BoT fails — Send Friendly Reminder

A. Run the “AR Aging” report weekly (on or near Monday) to review outstanding
debts. Exception: Week of dunning of reporting
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B. Search for ZCOM debts that are at least 30 days old.

C. Check FPPS and NASA People Search to verify the the customer is still a
current NASA employee. Employees identified as “NASA IPA” are not NASA
employees.

1. To verify if the person is a NASA employee in NASA People Search,
go to NAMS at https://idmax.nasa.gov/nams/user/.
2. Click on Links - People Search

T Y ldMAX - N . .

Identity and Access NAMS ~ Identities - Credentials - Links ~
MAX B

Change Launchpad Password 2 i
Your NAMS

Fi tLa hpad P d? i
Requests Your NAMS Req ForgetLaunchpad Password? &
Change NDC Deskiop Password B i)
Other People's Forgot NDC Deskiop Password? B
2 NAMS New Request | Type 3 or more characters Q Type Al 2 2 v A
Requssts Change Security Questions B 53

Requests You've Request Spansor Hartley, Dedrat People Search B 1)

Made for Others Manage Personal Information G i3

l
ICAM Reporting

Access to Core Financial Production via the bReady Portal ~ SATERN (online training) & F
e
What's Mew?
AGCY FSCATT = About P
ICAM Portal & B
Help
AGCYD012 Basic Active Directory Account - VIewW ACCESS Close Access F
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3.

o e

Enter the first and last name of individual and click Search.

Advanced Search

FirstName: | John Business Phane: Business Phone Apency User ID:
Middle Initial liddle Initia Business Mobile: Business Mobile X500 UID:
Last Name: Doe Business Fax: Business Fa UUPIC:
Display Name: Display Name Business Address: Business Address Mail Stop:
Email Ema Business City: Center: Al v
Org Code Organization Code Business State: | Buziness State Identity Status:  All v
Employer:  Employer Business Zip: | Business Zip Code IT Status:  Enabled v
Building Building Title: Title Citizenship Al w
Status:
Room Roo Level of Confidence:

Search

* & minimum of two fiexds are required unless searching by Agency User Id, Business Phone, X500 UID, or UUPIC.

If no information is available, the person is not a NASA employee
If there is information for the individual, look at the Employer. If the
employer is NASA, that individual is a NASA employee.

Employer MNASA
Citizenship U3

If there is anything other than NASA (e.g., Service Provider, NASA
IPA, or any service provider company name), that individual is not a
NASA employee and should be dunned.

Title
Employer Service Provider
Citizenship US

Check ServiceNow to
determine if a collection has been received but not yet posted.

a. Log into ServiceNow.
b. Select ‘Finance Services-Accounts Receivable

E Finance Services - Accounts Rec...

Page 52 of 270
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Y
c. Select the filter Icon and select the search criteria’s that

apply to the collection you are researching, such as; is the
collection “Active”, Document Reference Number, Dollar
Amount, etc., then select “Run”

If a collection is found, do NOT send the customer a friendly reminder. Notate
the case number on the “AR Aging” report for that debt and that a collection has
been received.

8. Once an outstanding debt has been determined to be for a current
NASA employee with no collection received, the Account Maintainer
will create a record and task:

Category = Accounts Receivable
Subcategory = Friendly Reminder

9. Create an Accounts Receivable Tab with the following:
a) Customer Name
b) Dollar Amount
c) AR Center
d) Customer Number
e) TA Number
f) AR Bill Number
g) AR Bill Date

10. In the work notes of the task, type “Friendly Reminder” and assign to
the AR Supervisor for review.

11.AR Supervisor will assign the task to the FM — Accounts Receivable L3
Center POC for review.
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STEP 4. SALARY OFFSET (FRIENDLY REMINDERS) — CS Accountant - Review
Functional Detail tab.

A. CS Accountant will review/approve the request for accuracy and completion.
1. CS will review the following:

a) Review Functional Detail tab to ensure the name, email address,
BOC number, amount and customer number matches SAP.

b) Verify that no collections were made at the time of review by
checking the collection workbooks.
2. Assign the task to AR-L2.
a) In the work notes, notify AR SP that Friendly Reminder was

reviewed and to please proceed with email notifications.

STEP 5. SALARY OFFSET (FRIENDLY REMINDERS) — Account
Maintainer/Payment Processor — Send Friendly Reminder.

A. Send the Friendly Reminder by clicking the Friendly Reminder box in the
Functonal Detail Tab. An email notification will be sent to the employee from
the AR mail box. (See Appendix B for Email Template).

B. After the notification is submitted, save a copy in TechDoc.

STEP 6. SALARY OFFSET (FRIENDLY REMINDERS) — Account Maintainer - Save in
Tech Doc.

A. Go to the Accounts Receivable Tab in ServiceNow
B. Click Notification Activity to retrieve a copy of the email.

1. The Notification will have to be copied into a word document in 2 parts.
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a) Copy the top portion, (From, Sent, To and Subject Line) and paste
into a word document.

b) Copy the body and paste under the top portion into a word
document.

C. Name the document: Friendly~Original BOC#, e.g., Friendly~1800001234

D. Drop the Friendly Reminder Notification email at N:\Document Imaging in the
FM — Direct Receivables.

E. Resolve Task.

F. AR-L2 Center POC will hold the ServiceNow case in pending.

1. If payment is not received when the debt is aged to 60 days, it will be
referred to DOI for salary offset under a new “Establish Salary Offset”
task (see STEP 5 below).

STEP 7. SALARY OFFSET - Account Maintainer - Refer Current NASA Employee for
Involuntary Salary Offset.

A. Complete the “A-04 Collection of Gov Indebtedness” form (Appendix C)
located at the following path: N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\AR Forms and Templates \ A-04 Collection
of Gov Indebtedness

1. Begin Pay Period - The salary offset should be requested for the next
pay-period.

2. Name = Employee’s name

3. SSN = XXX-XX-XXXX (last 4 digits of SSN does NOT need to be
included)

4. Department = NN

5. Bureau = Business Area
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6. Amount to be Deducted per Pay Period — Leave Blank for Involuntary
Salary Offset

7. Total Amount to be Deducted = Full Amount of Bill of Collection
8. Federal Debt Recovery = Bill of Collection Document Number

9. Involuntary Salary Offset = P.C. 61B (Involuntary)

10.Naming Convention = “Salary~bill # (e.g.,18000012345)” Save on N
Drive at N:\Bills of Collection\BA - CentenOPEN\SALARY
OFFSET_RECLASS

B. Create a new task in ServiceNow — Use the same Friendly Reminder record if
available.
1. Category = Accounts Receivable

2. Subcategory = Establish Salary Offset

3. Account Group = FM - Accounts Receivable L2
4. Attach the completed Form A-04 in the Task

5. Attach any other supporting documentation or correspondence if
applicable.

Note: The Bill of Collection and IDR Form can be viewed in SAP so
does not need to be attached.

6. Work Notes = “Salary Offset for Customer #XXXXXX"
C. Route task to SP AR Supervisor for review who will then assign to AR L3 for

validation and approval.

Note: An electronic signature is not required.
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STEP 8. Salary Offset — CS Accountant — Review Current NASA Employee for

Involuntary Salary Offset.
A. The AR CS will review the following on the A-04 form:

1. Ensure the BOC, amount, customer name and center matches SAP.

2. Ensure no Pl exists, the correct pay period and correct payroll code
were selected.

3. Verify no collections were made at the time of review by checking the
collection workbook.

B. AR CS will then sign their name on the A-04 form and assign the task to AR

L2 for processing.

STEP 9. Salary Offset — Account Maintainer — submit current NASA Employee for
Involuntary Salary Offset

A.

The Account Maintainer can e-mail or fax the A-04 form to the designated
DOI POC.

Enter a dunning block of “S” on the bill in SAP for Salary Offset (see “Process
1 — Dunning” [Step 2(D)]).

. Save a copy of the A-04 form to N:\Bills of Collection\BA -

Cente\OPEN\SALARY OFFSET_RECLASS.

Save a copy of IDR in the N:\Bills of Collection\BA -
Center\OPEN\SALARYOFFSET_RECLASS folder.

Complete the Salary Offset Template (N:\FM Division\Accounts
Payable Accounts Receivable\Accounts Receivable\AR Forms and
Templates\BOC Templates) and save in the N:\Bills of Collection\BA -
Center\OPEN\SALARY OFFSET_RECLASS folder.
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F. Resolve Task.

G. AR L2 POC can keep the record open to watch for the salary offset to occur
on the biweekly Datamart report from DOI.

Note: If the employee’s Center (bureau) is different than the Center to which
the debt is owed, request on the Form A-04 that the funds be transferred to
the bureau of the debt.

Note: A separate A-04 form is prepared for each debt (even if on the same
customer) to facilitate tracking and posting in SAP.

Note: The debt must be for a current employee.

STEP 10. Salary Offset — Account Maintainer — Refer current NASA employee for
Voluntary Salary Offset.

A. Determine if the debtor is a current NASA employee.

1. If debtor is NOT a current NASA employee, see “Process 12—
RECURRING PAYMENT.”

2. If debtor is a current NASA employee, contact the customer for
payment plan arrangements/negotiation.

B. As soon as payment plan is negotiated, AR L2 Center POC completes the “A-
04 Collection of Gov Indebtedness” form (Appendix C) located at the following
path:

N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\AR Forms and Templates \ A-04 Collection of Gov
Indebtedness

1. Begin Pay Period - The salary offset should be requested for the next
pay-period.

2. Name = Employee’s name

a) SSN = XXX-XX-XXXX (last 4 digits of SSN does NOT need to be
included)
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b) Department = NN

c) Bureau = Business Area

d) Amount to be Deducted per Pay Period = Amount agreed upon by
AR-L2 and employee.

e) Total Amount to be Deducted = Full amount of Bill of Collection

f) Federal Debt Recovery = Bill of Collection Document Number

g) Voluntary Salary Offset = P.C. 61C (Voluntary)

h) Naming Convention = “Salary~bill #(e.g.,18000012345)"

C. Create a new task in ServiceNow — Use the same record as the Friendly
Reminder record if available.
1. Category = Accounts Receivable

2. Subcategory = Establish Salary Offset
3. Account Group = FM - Accounts Receivable L2

In the “Work Notes” of the task, list the customer number and bill number and
state that the employee would like to initiate a payment plan for salary offset.

D.Route “Establish Salary Offset” task to AR-L3

1. Attach the completed Form A-04 in the Task

2. Attach any other supporting documentation or correspondence if
applicable.

Note: The Bill of Collection and IDR Form can be viewed in SAP so does
not need to be attached

3. Work Notes = “Salary Offset for Customer #XXXXXX”

E. Route task to SP AR Supervisor for review who will then assign to AR L3 for
validation and approval.
Note: An electronic signature is not required.

STEP 11. Salary Offset — CS Accountant — Review current NASA employee for

Voluntary Salary Offset.
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A. The AR CS will review the following on the A-04 form:
1. Ensure the BOC, amount, customer name and center matches SAP.

2. Ensure no PIl exists, the correct pay period and correct payroll code
were selected.

3. Verify no collections were made at the time of review by checking the
collection workbooks.

B. AR CS will then sign their name on the A-04 form and assign the task to AR
L2 for processing.

STEP 12. Salary Offset — Account Maintainer — submit current NASA employee for
Voluntary Salary Offset

A. The Account Maintainer can e-mail or faxed the A-04 form to the designated
DOI POC.

B. Enter a dunning block of “S” on the bill in SAP for Salary Offset (see “Process
1 — Dunning” [Step 2(D)]).

C. Save a copy of the A-04 form to N:\Document Imaging\FM — Direct
Receivables\FY20YY\Center for Auto-upload into Tech-Doc.

D. Resolve Task.

E. AR L2 POC can keep the case open to watch for the salary offset to occur on
the biweekly Datamart report from DOI.

Note: If the employee’s Center (bureau) is different than the Center to
which the debt is owed, request on the Form A-04 that the funds be
transferred to the bureau of the debt.
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Note: A separate A-04 form is prepared for each debt (even if on the
same customer) to facilitate tracking and posting in SAP.

Note: The debt must be for a current employee.

STEP 13. Salary Offset - Account Maintainer — Prepare JV for Salary Offset
Reclassification. Reclassification is performed to move the collection received
from Payroll to be applied to the functional area where the debt was incurred.

Amount Information

Document Date 10/14/2014 Currency UsD Total Dr.
Posting Date 10/14/2014 0.00 |USD
Reference NS5C20150015
Doc.Header Text SALARY RECLASS - W BLANCO Total Cr.
Document Type %8| 0.00 USD
Company Code NASA  NASA Washington DC

Qoo

0 Items ( No entry variant selected )

B G/L act D/C Amount... Text B.. Cost ce... Order WBS element F.. Fund
6100.1111 Debit = 50.91SALARY RECLASS - W. G. BLANCO (PP1421) 51514540 Fc000000 520430.07.01.04 51 EXCX22015D
1010.8100 cred. ¥  50.91SALARY RECLASS - W. G. BLANCO (PP1421) 51 51 EXC¥22015D

A. Debt is identified on the biweekly Datamart Run as collected from a NASA
employee.

B. A credit memo is posted to the open debt using FB75.

1. Use the same GL and fund from the open BOC when posting the credit
memo.

a) GL accounts with a “1” after the decimal are labor related GL
accounts and are appropriate to use.

i. 6100.1111 = OPEXP Reg Salary GS/GM Full-Time Permanent

i. 6100.1112 = OPEXP Reg Salary Wage Grade Full-Time
Permanent

ii. 6100.1113 = OPEXP Reg Salary ST, SL, SES, EX, CA, Excpt
Serv
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iv. 6100.1114 = OPEXP Reg Salary Full-Time Temporary
v. 6100.1115 = OPEXP Reg Salary All Part-Time Employees
vi.  6100.1116 = OPEXP Reg Salary Intermittent Emees
vii.  6100.1117 = OPEXP Reg Salary Reimbursable Details - Military

C
viii.  6100.1118 = OPEXP Reg Salary Reimbursable Details - Civilian
C
ix. 6100.1119 = OPEXP Reg Salary All Cooperative Student
Trainees

C. Prepare a JV to reclassify the collection to “cash.”

Note: Salary Offset JVs are due by on/near the 12! of each month to allow
enough time for cash postings by other departments.

Note: You may wait for two pay-periods to post each JV (for a total of both
pay periods) in the case of debt requiring multiple payments.

1. Utilize the Debt Accounting Process (See NSSDG-9200-Establishment
of Receivables) to obtain funding information in order to begin the
posting process to reclassify the payroll collection.

Note: If the BOBJ data has negative hours, use the Form 61 to request
funding from the center. Include the form and any email correspondence as
additional backup for the JV.

D. Prepare the JV using FB50.

1. Document Date = Today’s Date

2. Reference = JV#

3. Doc Header = Salary Reclass — Employee’s first initial and last name
4. Doc Type = XB

5. Bottom (aka: “Downstairs”) Line 1
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GL Accounts — Obtained via BOBJ (This GL should start with
6100.1XXX)
D/C = Debit
Amount = amount of salary offset payment (or total amount of

multiple payments if more than one pay-period is being included on
the JV).

Text = “Salary Reclass — First and Last Name — Pay Period(s)”
Bus. Area = Business Area

Cost Center — Obtained via BOBJ

Order — Obtained via BOBJ

WBS Element — Obtained via BOBJ

Fund Center — Obtained via BOBJ

Fund — Obtained via BOBJ

6. Bottom (aka: “Downstairs”) Line 2

GL =1010.8100

D/C = Credit

Amount = amount of salary offset payment (or total amount of
multiple payments if more than one pay-period is being included on
the JV).

Text = “Salary Reclass — First and Last Name — Pay Period(s)”
Bus. Area = Business Area

Fund Center — Obtained via BOBJ

Fund — Obtained via BOBJ

E. Simulate and park the document (this will give you a 100 # document).
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F. Create a “JV-Salary Offset” task (on the existing Friendly Reminder record if

available).

1. Category = Accounts Receivable
2. SubCategory = “JV Salary Offset”

Note: See “Collection and Deposit Process” SDG Process — Journal
Vouchers” for full JV Process including JV attachments and approval routing.

. Create or update the “ Accounts Receivable” tab for Salary offset

reclassification document (XB JVs-100 doc- considered a cash out doc) and
complete the following:

Note: If the salary offset requires multiple JV’s, a new record will need to be
created for each subsequent JV. In that instance, a new “Accounts
Receivable” tab will need to be created for the new JV. Relate the records
and copy the billing information from the original “Accounts Receivable” tab,
so the Functional Area will have the information to post the collection.

1. Dollar Amount = Amount Posted

2. FBWT Reason = Travel Refund or Overpayment pending NSSC
posting

3. Expected Posting Date = Last Business Day of the Month
4. AR Center
5. Date of Treasury Confirmation = Date 100 parked in SAP

6. Document Reference Number = 100 Doc posted (this is used as the
DRN on the cash posting document later)

7. Check the “Billable” box

H. Once the JV is approved and routed back to AR-L2 and the JV document is

posted, do the following:

1. Update task “Work Notes” with JV posting document and notate that
the collection was received via a salary offset.
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2. Route task to Functional Area Vendor Payment Processor for cash
posting.

Note: If the JV has been returned for corrections, update the doc date to the
date the corrections have been made.

If there is a collection that could not be posted with the Bi-Weekly Macro
because the debt has a cancelled fund — the JV is routed to the Accounts
Receivable Payment Processor to post using the using the Day to Day
posting guide for cancelled funds.

The task is then routed to the AP/Travel Payment Processor for
documentation purposes only.

AP / Travel Payment Processor will use FB65 and F-52 to post a credit memo
and cash receipt document. The cash receipt document (F-52) uses GL
account 1010.6100. After posting, the SAP document numbers are added to
the ServiceNow task’s “Work Notes.” The task is then assigned back to the
Account Maintainer.

If the debt is for a P-Card, the task is routed to AR/Payment Processor to post
the payment using T-Code F-28.

. Once the task is returned to AR L2, the Account Maintainer notates the 15000

document number posted by AP/Travel on “Salary Offset” tab of the IDR.

. The task is then routed to AR- L3 to validate postings and to verify that

backup was attached in SAP and saved in Tech Doc

. AR L3 will resolve task upon completion.

If the original BOC was collected via Salary Offset Journal vouchers, the JV,
will not need to be reversed. The Travel Department will reverse their
collection postings. If there are multiple JV’s use the BOC number as
reference and use the last payment date for the document date. If there is
only one Salary Offset JV use the JV number for the DRN.
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STEP 14. Salary Offset - Account Maintainer — Schedule retirement offset from OPM
for a retired employee

A. Retired employee requests offset from retirement benefits

1.

2.

The customer received a BOC from DOI for overpayment of Salary,
Health Benefits, etc.

Customer provides written documentation to the NSSC requesting
initiation of a collection from retirement benefits. Information will serve
as the official documentation to complete Standard Form (SF) 2805
(Appendix D).

The Account Maintainer will prepare SF 2805 and complete the
following required information:

a)

b)

Name of Annuitant or Former Employee

Select “Retirement System”, (CSRS or FERS). The Account
Maintainer will validate with the NSSC Retirement Benefits
Department.

Social Security Number

Date of Birth

Name and address to which payment should be made

Date Service Terminated

Amount of Debt

Date Claim accrued

Additional interest — Select “Will not accrue”

Reason for debt — i.e., Overuse of Advance Annual or Sick Leave

Letter included notice of intent to offset retirement benefits? —
Select “No.”

Select “Debtor acknowledged debt; copy is attached.”

m) Select “Debtor consented to collection from retirement benefits:

copy is attached.”
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4. Account Maintainer routes copy of BOC, correspondence from retired
employee initiating collection, and completed SF2805 to the NSSC AR
L3 for review.

5. If there are no corrections, AR L3 will sign and forward package to the
Account Maintainer for package submittal to Office of Personnel
Management (OPM) POC.

6. If there are any errors, AR L3 will route the package back to AR L2 for
correction.

B. OPM will send the collection amount to the NSSC via check payment.

STEP 15. Salary Offset - Account Maintainer - Collect payment of a debt via Salary
Offset when the debt is owed to one center, but the employee is employed
by another center.

Important Note: To avoid this issue, when sending the salary offset request
to DOl initially, or once it is realized that there is a center discrepancy, let DOI
know the cross-center issue and they can move the monies between centers
prior to sending the money to NASA which will avoid the corrective steps
listed below.

A. The steps below outline what to do if DOI collects from the employee, but the
employee’s debt is for another “bureau” (for example, employee works for
JSC, but debt is for HQ training paid from the working capital fund).

1. Employee Center = NASA Center of Employee

2. Debt Center = NASA Center with debt

3. Datamart bi-weekly report shows amount withheld from employee pay
in Employee Center

B. Account Maintainer creates a task (under the original Friendly Reminder
record if available) and sends to the AR Payment Processor requesting an
IPAC of funds between centers. The task will request an IPAC from the
employee’s center to the center of the debt and will note the amount to
transfer, the pay period collected, and the SAP debt and CM documents.

C. AR Payment Processor IPACs funds from employee center to debt center.

D. AR PP adds IPAC DRN and IPAC Accomplished Date to the “Work Notes”
and attaches a copy of IPAC to the task. Then the AR PP assigns the Task
back to the Account Maintainer.
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K.

AR-AM complete all steps in “Process 2 — Salary Offset” - STEP 11 - Salary
Offset - Account Maintainer — Prepare JV for Salary Offset Reclassification”
with some slight variations below:

1. Doc Date = IPAC Accomplish Date
2. Reference Field = IPAC Document Reference Number (DRN)

3. The JV needs to be prepared for the original center on the DOI
datamart report.

Once the JV is approved and routed back to AR-L2 and the documents are
posted, do the following:

1. Update task “Work Notes” with JV posting document and make a
special note that the Vendor Payment Processor will need to use the
IPAC accomplish date and DRN in their postings.

2. Route task to Functional Area Vendor Payment Processor for cash
posting.

. AP/Travel Payment Processor will use FB65 and F-52 to post a credit memo

and cash receipt document. The cash receipt document (F-52) uses GL
account 1010.6100. After posting, the SAP document numbers are added to
the ServiceNow task’s “Work Notes.” The task is then assigned back to the
Account Maintainer.

. If the Debt is for a P-Card — The task is routed to AR Payment Processor to

post the payment using T-Code F-28.

Once the task is returned to AR L2, the Account Maintainer notates the 15000
document number posted by AP/Travel on “Salary Offset” tab of the IDR.

The task is then routed to AR- L3 to validate postings and to verify that
backup was attached in SAP and saved in Tech Doc.

AR L3 will resolve task upon completion.

Note: A separate POD A-4 is prepared for each debt due to facilitate tracking
and posting in SAP.

Note: The debtor must be for a current employee.
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PROCESS 3 — RETURN MAIL

STEP 1. Return Mail - Account Maintainer- Receives returned mail from mail room.

A. Mail room receives undeliverable mail from USPS and the mail is routed,
unopened, to FM and distributed to SP AR Supervisor. Envelope is opened to
determine center. Envelope and contents are routed to the L2 Center POC.

B. AR L2 AM creates a ServiceNow record/task.
1. Category = Accounts Receivable
2. Subcategory = Returned Mail

C. AR L2 AM uploads correspondence (including copy of envelope with return
reason) into TechDoc.
1. Scan Returned item and drop in the “ FM —Direct Receivables”
Document Imaging folder at the following path:
N:\Document Imaging\FM - Direct Receivables

2. Naming Convention: Returned~Original BOC# e.g.,
Returned~1800001234

STEP 2. Return Mail - Account Maintainer — Verify customer address.

A. When it is determined that the mail is for a current or former employee, open
FPPS and retrieve the employee’s last known address.

1. Log into the FPPS system Web site at https://webfpps.ibc.doi.gov/.

2. Choose PDVW from the menu.
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| EmployesPosiln Views  Pay | Secunt
Track SFEZ/EF50 (TRALC)
Employvees Deta with Histony (EHWWW)
Paosition Diata with History [(PHYW)
Stop Motifications [STWW)
Huoid Hotdicanons (HOLCT
Courtesy Cogny (COFY)
Track Prebationary & WiGls (TREW)
Ticklar Massage [Th\W)
Accumulaion (ACWW)

Leawe Reford (LW
Leawve & famings Statemeant (LEWWWY
Casual Whge & Eamings Stedemeant (CWES)

Employee/Position Views
= Pay Detail (PDVW)

3. Search using the former employee’s last name and most recent pay-

period.

4. Check the “Address” box and click “Ok.”

| Employes Salecton
THYPE ALL OR PART OF EMPLOYVEE'S LAST MAME OR SO0AL SECURITY MUMEER USE
ASTERISE FOLLOWING PARTIAL ENTRY JE. BURMS. BUF. 52469

@ LostHams FoamTon = l Last Mame |
- I - - T L] s-e-chl
| Py Detnd Group Setecton

1 mw;ﬁ—l Pay Period I

P

o A e _Dstn
Ermplaes = —I Check “Address”
 Lesve  Dme Tirme Adiustment
Py Colouiee Detai | Suspended Pay
[T | Tckdes
T and ARendance  [Wolustsey Deducion
i [ Sendce Crec D

Click "OK"

5. Department = NN

6. Bureau = Business Area
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7. Click “Ok.”

MamefSSHN Search

To limit search for Name/SSMN, type Department,
Bureau, and/or Subbureau, Organization:

Deparment NN

Department = “NN”

Bureau: 51

Bureau = Business Area

Subburesy; LI

Organization: | _[!

_ [ﬁ Click “OK” —ar.,/ ' C.K|xr;ancg|| -_

8. Select the employee you wish to view by clicking on the “radio button”

next to his/her name.
Empicyes Selcion

Typa allice pevt of B0 empioyes Social Secerty Hamber orLast Nama
- =

ams I I
Lty (Firs

@ 55H

A O 0 VDb A e )

M P

HAMLTOMN C

AL TORN,
HAMLTON

9. Compare the FPPS address to the address on the correspondence.
a) Ifitis different, route the task to the AR PP and request the
customer master be updated with the most recent address (AR PP

— see STEP 3 below).
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b) If it is the same, route the task (NSSC internal) or email (external)
the bill’s requestor to request address information from the
requestor of the bill.

i. Inthe task’s “Work Notes,” provide the last known customer
address and any other contact information such as web site or
phone number. Route the task to requestor if requestor is within
the NSSC. Mark the task in an “Urgent” status.

B. If the customer is an organization, complete the following steps.
1. Route the task to AP-L2 Center Lead to request a search of the
System for Award Management (SAM) database.
2. In the task’s “Work Notes,” provide the last known customer address
and any other contact information such as web site or phone number.
Route the task to AP, marked “Urgent.”

3. If an updated address or additional contact information is not found in
FPPS or SAM, contact the party who requested the BOC (Travel, AP,
or Center) and determine if updated address/contact information is
available.

Note: NASA employees are to notify HR if their mailing address changes due to
extended temporary duty (TDY).

STEP 3. Return Mail - Account Maintainer/PP — Update Customer Master.

Note: In the case of a reimbursable bill, the center must update the address on
the customer master

A. Update Customer Master if an updated mailing address is found by
completing the following steps:

1. Account Maintainer creates Case/Task requesting an update to the
customer master. Attach backup to the task documenting new
customer address. Route the task to the AR PP.
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2. PP updates customer address using T-code XD02 and routes the task

back to the Account Maintainer.

3. Account Maintainer verifies changes using T-code XDO03.

STEP 4. Return Mail - Account Maintainer — Re-mail the BOC/Dunning Letter to

customer.

A. Account Maintainer reprints last correspondence from SAP (if applicable) and
verifies that the new address prints on the documents.

1.

To reprint a dunning letter, use T-code F150 to view the customer
dunning history and reprint the last dunning letter.

To reprint a direct bill, view the customer documents using T-code
FBL5N.

a) Single-click on the 1800 billing document number.

b) Choose “ Environment” > “Correspondence” > “Request”

c) Select “ZARFI Non-Reimbursable Fl Invoice.”

d) Click “Continue.”

e) Choose “Environment” > “Correspondence” > “Display”

f) Click the “Print” button.

To reprint a Reimbursable bill, use T-Code VFO03.
a) Enter the 900 bill number.

b) Choose “Billing Document” > “Issue Output To”
c) Click “Print Options” button to select printer.

d) Check the “Print Immediately” box.

e) Click “Execute.”

Note: The BLINE date of the debt will need to be reset to the date the BOC is
re-mailed to the corrected address.

Note: Any late fees posted during dunning for this bill should be reversed
since the bill was never received.
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Note: If the original BOC was not returned but a subsequent past due
dunning notice is returned, late fees will continue to be charged based on the
original BLINE date.

STEP 5. Return Mail - Account Maintainer — Email BOC or Dunning Letter to
customer.

A. If the search for an updated physical address is not found, but the customer
can be reached via e-mail (e.g., via a website or other customer documents),
send an e-mail from the AR mailbox.

1. Attach a copy of the BOC, Pay.gov instructions and all other applicable
notices and bill backup.

2. Request a “read receipt” on the e-mail.

Note: The BLINE date of the debt will need to be reset to the date the BOC is
emailed.

Note: Any late fees posted during dunning for this bill should be reversed
since the bill was never received.

Note: If the original BOC was not returned but a subsequent past due
dunning notice is returned, late fees will continue to be charged based on the
original BLINE date.

STEP 6. Return Mail — Account Maintainer — Mail BOC/Dunning Letter to the last
known address.

A. If a current mailing address nor email address can be determined, continue to
mail BOC/dunning notices to the existing address. At 150-days aged (120-
days delinquent), the debt is referred to Treasury.
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PROCESS 4 - REFER TO TREASURY

STEP 1. Refer to Treasury — Account Maintainer — Determine debts to be referred to

Treasury.

A.

If no payment has been received after the Final Notice is sent and the bill is
over 120-days delinquent (150-days aged), non-federal customers owing
more than $25 (principal + interest + penalty+ administrative fees) are turned
over to Treasury for collection.

. If under $25 is owed, the amount can be written-off with approval of Deputy

Chief Financial Officer (DCFO) but cannot be referred to Treasury. This
approval is stored in TechDoc along with a copy of the original bill of
collection.

Ensure “due diligence” has occurred to notify customer (i.e. the debt has been
dunned at least 2 times).

. Debts from foreign or sovereign governments cannot be referred to Treasury,

however debts from foreign companies/individuals can.
Individuals/Companies that are in bankruptcy cannot be referred to Treasury.

Debts for Individuals who will be in prison for more than 6 months cannot be
referred to Treasury

. Deceased Individuals: Unless a debt states “for the estate of (name)” then the

debt should not be referred to Treasury. If an individual becomes deceased
AFTER a referral has already been sent, unless there were other individuals
listed on the debt, then the debt will be returned.

. Non-Federal debts with a reimbursable fund cannot be written off but can be

referred to Treasury.
Debts with a direct fund can be written off and referred to Treasury.

If a debt is referred to Treasury but cannot be written off, enter a Dunning
Block “C” in SAP (See Process 1 “Dunning”).
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K. If a non-federal debt is referred to Treasury, but cannot be written-off, go into
debt’s bill number (or latest residual 1300/1400 doc) and in the reference
field, put the date the debt was referred to Treasury in parentheses so the
status is picked up on CMP 3.2 automatically.

L. If instructed by L3 to refer a debt to Treasury before it reaches 150-days old
(120-days delinquent), you can refer to Treasury but only write-off before 150-
days old with agency approval.

M. If this referral is for an AP bill, send a task to the AP Lead to verify a payment
was not received by AP. Collection tickets are sometimes sent to AP and
they inadvertently resolve the tickets instead of returning to AR to post a
credit memo to the bill.

N. Create Record/Task

1. Category = Accounts Receivable
2. SubCategory = FedDebt Referral

O. Complete the “Treasury Cross-Servicing” checklist (Appendix E) located at

the following path:
N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\AR Forms and Templates\BOC Templates\Treasury Cross-
Servicing Referral Checklist

1. Center

2. Debtor Name

3. Customer Number

4. Date Debt Established = Bill of Collection Document Date

5. Bill Number = SAP Bill of Collection number
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6. TIN/EIN — This is a required field for Treasury but should be redacted
or deleted from this form when it is saved anywhere including, but not
limited to, the N:Drive, SAP and ServiceNow).

7. Original Amount of Debt

8. Interest, Penalties and Admin fees — Enter total of all fees assessed
here.

9. Payment Made Against Debt — Enter total of all payment made against
debt and fees here. Enter this amount as a credit.

10.Reason for Debt (e.g., Travel Overpayment, Vendor Overpayment,
Health Benefits, etc.).

11.Dunning Letter Dates - Enter all dates for which dunning letters were
issued.
a) If a dunning letter is missing or if there are no dunning letters for
any reason, list this reason in the “Comments” section at the bottom
of the checklist.

12.1s the Debt Valid and Legally Enforceable? The answer to this must be
“Yes” or the debt cannot be referred to Treasury.

13.Has Due Process been completed? This question is asking if the
customer has been dunned at least 2 times.

14.Has the Bill been marked as sent to Treasury in SAP?
15.1s the debtor’s address located in a Foreign Country?

16.Comments — Enter any additional comments that you feel pertinent to
this referral in this section.

17.SP POC — Type your name (electronic signature is not required and
document does not need to be converted to a pdf).

P. Save the completed Cross-Servicing Checklist at the following path:
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N:\Bills of Collection\CENTER\OPEN COLLECTIONS\FEDDEBT -
REFERRED TO TREASURY (OPEN)

Q. Naming Convention:
1. Individual = Last Name, First Name~Center
2. Business/Institution = Business Name~Center

R. In the ServiceNow task, complete the following steps:
1. Attach the Crossing-Servicing Checklist to the task.

2. Add the Direct Receivables TechDoc link (on which the customer was
last dunned) as a link in ServiceNow task.
Note: The Direct Receivables link can be found in Tech-Doc:
FM/AR/DIRECT RECEIVABLES/FY20YY/Center/Bill #

3. Attach any supporting correspondence for the creation, validation, or
referral of the BOC if not in the final “Direct Receivables” link.

4. Route task to Accounts Receivable L3 for validation and inputting of
their name (electronic signature is not required and document does not
need to be converted to a pdf).

STEP 2. Refer to Treasury CS Accountant — Review and Approve the Cross-Servicing
Checklist

A. Accounts Receivable L3 review the Cross-Servicing Checklist attached in the
task.

1. “CS POC Name” field — Type your name (electronic signature is not
required and document does not need to be converted to a pdf).

2. Reattach the Treasury Cross-Servicing Form (with your name now
entered) to the task and route back to AR-L2.

STEP 3. Refer to Treasury Account Maintainer — Enter the debt into the Cross-
Servicing (CSNG) System.
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A. Log into the CSNG system in Chrome using the link below:
https://xservice.fiscal.treasury.gov/csp/prod/os.artiva.web.page.Main.cls

LOGIN WITH YOUR....

SINGLE
SIGNCN

Manage Identity/Account Contact

PIV Card ©  SecurD User ID & Password

Piease make sure your card is plugged into the
reader

E':?

= LOGIN WITH YOUR

PIV
1 |
A

[

UserID User ID (I TIMY)

Passcode Password

LOGIN

1. Enter your User ID (ITIM) and password
2. Click the “LOGIN” button.

B. Enter the debt into the CSNG System.
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BEO00

Creditor Agency Menu
# Select Account

Account Transaction Posting
¥ New Business

% New Business Acknowledgement Report

# My Group Tasks

Creditor Agency Reports
% CA Dispute Status Report

* CA RTA Report

% Financial Activity Detail Report

1. Select “New Business.”

0§ rensisoes ¢
800800 ﬁﬁlﬂuﬂ

EE m ] ol

Drag-a eslue and drop it hera to geoup by that esluma

_ mh tescipin r suw Mt v e v e
i Run # 022007 1214 Ekry a0 030008804 bl T
2 fun# L0/26/2017 3:40 oty T OSSN s
Run£0 0 Hew B 10/20717:21 e Exie n wwal iy
i Fun =8 XDC New Business TL03/20015:03 Prblem s | 5 2imea wwEn
8 A ¢ R0 2040 iy ' ) BH
m Run #9.XDC New Busines 12/02/201702:02 ke Sxs 7 wma g
iy Run 20 YDC N Business 12022070204 brblem B | 116 ssan o

2. Click the button in the upper right corner.
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Create New Business Batch

Description: | LAST, FIRST  (CUST 116981) BILL 1800008699 |

3. Enter a “Description.”

a) LAST NAME, FIRST NAME (CUST #) BILL #
b) BUSINESS NAME (CUST #) BILL #

4. Click the “Ok” button.

GREE 8 @0

EE————————————

—

Drag a column and drap it here to group by that column

Account b Name

Type x Responsible v

b4

State

Y

Ciy

5. To create a new account, click the button in the upper right corner.

I} | @ satch 1139 Accounts

G000 Q0Bgn.

New Business Account Creation

Client: E
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6. Select the correct “Client ID” from the drop-down box using the list below:

CLIENT AGENCY IDs :

(NG (NG (NG " (SNG | | Client r i
&gew’gr Agency Name mleauh;: Bureau Name Ofice tn: Office Name Client |{program| m:f . Lﬁ?
] D D || Code

486 | 80 [Natl eronautics & SpaceAdm | 544 | ARDE |NASA Shared Services Center [ARC| | 46 | CAM NASA Shared Services Center | 128627 | ARLA |Cross Senvicing |Y
486 | 80 |Nafl Aeronautics & SpaceAdm | 588 | DFOL |NASA Shared Servioes CenterAFRC) | 590 | CAE ‘Hﬁ.&ﬂSharedSewimstenter 134707 | A {CrossSenvicing |Y
486 | 80 Nafl Aeronautics & Space Adm | 560 | GROL |NASA Shared Servioss Center{6RC| | 564 | OHO ‘HASMharedSewicestentertGﬁEl 108907 | GRA {Cross Senvicing |Y
456 | 80 [Natl Aeronautics & Space Adm | 552 | GS01 |NASA Shared Services Center (GSFC] | 559 | MDG ‘HﬁusmshanedE,ewit:esﬂznter:{iSFc]J 108908 | GSLA  |Cross Senvicing |Y
486 | 80 (Natl Aeronautics & Space Adm | 1600 | G502 |NASA Shared Services Center (HQ] | 1602 | MDG \MSASharEdSewimstentertH&] 1269301 | G524 |Cross Senvicing |Y
46 | 80 |Nafl Aeronautics & SpaceAdm | 487 | JSOL |NASA Shared Service Center (5C) | 461 | THH ‘Hﬁ.&ASharedﬁewimstentertJSE] 134706 | 524 {CrossSenvicing |Y
486 | 80 |Nafl Aeronautics & SpaceAdm | 533 | K501 NASA Shared Servies Conter (SC) | 534 | FIK ‘HASﬂSharedSewicestenter:KSC] 108627 | KSIH  {Cross Senvicing |Y
486 | 80 (Natl Aeronautics & Space Adm | 1501 | LAT |NASA Shared Services Center (LARC] | 1502 | VAH ‘H&Sﬂﬁhated&ewioesfentertmc]l 1347281 | LALA  |Cross Senvicing |Y
46 | 80 (Natl eronautics & Space Adm | 605 | MSOA |NASA Shared Services Center | MSFC| | 607 | ALM \ms#sharEdSewitescentertMSFc 105629 | MS1A - {Cross Senvicing |Y
46 | 80 (Natl Aronautics & Space Adm | 547 | STO1 |NASA Shared Services Center (SSC] | 349 | S ‘M&%Shared&ewimstentertss{fj 129630 STIA  {CrossSenvicng |Y

Client Reference Number; |ISUDDUBEBB

Listed Date: E

Service Date: E
Delinguency Date: U?!Z?K?.Ui E
Statute expiration date: E

= Account Information

Original Amount of Debt:

5,427.67

Referred Debt Balance:

5,616.72

Initial Int Type: ﬂ
Loan or Admin: Dn
Consumer or Commercial Debt: |C ﬂ

Interest Rate:

Interest Thru Date: H
= Party Information

7. Enter the following in the “Account Information” section:

a) Client Reference Number = Original Bill Number
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b) Listed Date = Today’s Date
c) Service Date = Original Date of Bill
d) Delinquency Date = 30-days from Original Bill Date

i. Promissory Note = 30-days from last missed payment on promissory
note.

e) Statute of Expiration = 6-Years from Original Bill Date
f) Original Amount of Debt = Original Principal
g) Referred Debt Balance = Principal OWED plus all fees.
h) Initial Int Type = “Additional” / “A”
i) Loan or Admin = “Admin” / “A”
j)  Consumer or Commercial Debt
i. Consumer=C
ii. Commercial =M
k) Interest Rate
i. CY2009 to Current CY =1.00

[) Interest Thru Date = Date of Last Dunning
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Chent Bty Wumbse: 11494
Lt Teprr
Frat s
RPN
Babese Gererazen =]
[n— '

Socpl Sacurty Wgmber, 100 B0 000

Emgegper dartdiaton Wombyr

didrens L
diddewin Ut [hpt@ . FOBigs &

State
Pt Condet

sy

Dt Mpportnd 13 CB: M8 D0VVYY

Depbiisr iDicigy Dl Brd:
Do W Dpoapd B0

cende: v B
L |
tod v tmgiorne: [
Pt by et (=]
Fmad Ladrew
LU TTETY - |
Detear Trpe B
Trpa of Buarens n
Date of Iacorporaten: 2000y [
Stake ol Ircorporwton ﬂ
b
Hambr
Federal Cortmacior bed:. |
Dk of Daasiybon: S DETYT

Enter the following in the “Party Information” section:

a) Client Entity Number = Customer Number

b) For Consumer customers, enter the following:

i. Last Name
ii. First Name
iii. Middle Name (or initial) if known

c) For Commercial customers, enter the Company Name in “Last Name”

field.

d) Debtor Generation (e.g., Jr., Sr.)

e) Business

i. Y=Yes

i. N=No
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f) For Consumer, enter a Social Security Number.
g) For Commercial, enter an Employee Identification Number (TIN).
h) Fill in Address Line
i) Gender
i. Consumer = Unknown

ii. Commercial — Leave Blank

* Balance Information

Administrative Fees: | EB.IIIIII|
Azzessed Penalty Fes: | 99.93|
TOP Fees: | 0.00E]
Principal: | 5,427.67 [
Interest: | 21.12[F

| 5,616.72

9. Enter the following in the “Balance Information” section:
a) Administrative Fees = Administrative Fees STILL OWED.
b) Assessed Penalty Fee = Penalty Fee STILL OWED.
c) Principal = Principal Amount STILL OWED.

d) Interest = Interest Fee STILL OWED.
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e) Verify the total in gray matches the amount you entered in “Referred
Debt Balance” in the “Account Information” section above.

10.Click W&&®¥ at the top right of the screen. This will create the account.

| @ e 1139 ecounts X

BhooD cosesn

; EBE EREmE @b

Drag a column and drop it here to group by that column

Account v Name o City 4 State v Type v
| 7288753 JOHN WEISS BOWIE MD PRIM v

11.Click the File Cabinet icon in the top left corner to create the batch.

B oEEm B gl #]e]- 4]

Drag a column and drop & here to group by that column

Batch 1=l Descriphion i Shatus i Acoounts il Balance ("l Created M
113 b - (CLIST 115381 BILL 16O0MGET Eniry 1 581672 12718/3017
E— .

12.0nce the batch is created (and a batch number is assigned), click on the
batch number.
a) This will pull up the account. Click on the account number.
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= Deheinl Sivcsl Hlorration

Chent Referercs: 1800008680 el Badance: fl:i.ﬁﬁ TE——
Forward In Chent: Ust Dabe: - p2tmn07 B
Azsunt Typa: .o Serace Dute:  paarvzorr B
Colbection Type: o] Debnquency Dete:  o7/27/2087
O Opesatng el B Charge 08 Date: B
Office: B owputed: n B
Relationghip by = Resg = Mama - Address -
ERIM Y |JOHN
s
Indial Ltk Balance = totw Busreds E = Baanse e Seiir SR - -

fzeszs [ Elcross Serviong

[pezourts Recervabies [
|Bidg 1111 Jerry pilass Aoad
[Ereses Sp ar [z 2] pesza
BEE legome - Froet - Exi = Title i Rnle " Ermg
HSSC - GOFC BFF-2 e cEnte 353,00
HSSL - GSFC ATT) BFF-21 sk Contscloentar nass, qov

1111 Jnrry Hisss Boad prarrann H
[stennis 5p cr B ] s [pee-7raE77z &

13.Verify the information.

* General Information

Main

Financial Controls

Interest

Add Note
Perform Action

Documents

14.0n the left, under “General Information,” select “Financial Controls.” This
will bring up the “Interest” and “Penalty Fee Settings.”
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R

Clgnt Beferirss: 1800008695 Intual Batance: fM-H-TJ :
Forwsrd In Chent: List Dwter prymvzoe?
Actsurt Type: o] Servica Dwte:  oarzraos?
O Colastion T B Defnquency Duter  orvarrzer?
Orperabrg Uil 2] Charge-O8 Dabe: B
Office; B ouputed: N [
Relgtinnship tyg = Resg = Mame - address
BRIM v oHN '

= Aalances

[1zasza ] Ecross Senvicng

n % | o
a
EEEE
ElmE 2
1

[Bezaums Recervabies |
[Bidg 1111 Jerry Minss Road
[Beenma 5p O s 520

= Extemal Opersting U Enfrrmaton

TR [55ai55z)288

[NASA Shared Services Center (GSFC) -

[ecounts Recevables [AGENCY-BURERL-OFFICE
B35 1111 Jerry Hisss Road i prrarrma E

[tennis 5p Cir M5 pesze pes-7reerz B

15. Verify the information (especially in the “Interest” and “Penalty Fee”

Settings” sections.
a) Penalty Rate should show as 6.0
b) Make any changes/updates as needed.

e

F0EaB0 : CoEEan

16.Click the File Cabinet icon in the top left corner to show the Batch

Summary.
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B0 DEEE B o
Drag a column aad drop it here to growp by that column
. - — — — 3 e . = _— e .

116981} BILL 180000ER0

17.Click the Star button to start the batch approval.

Artiva Webstation '

@ Are you sure you want to approve batch 11397

18.Click the “Yes” button.

EEEmE 2 Qb #lm|-|+

Drag a column and drop It here to group by that column

Batch A Description v| Status v| Accounts - Balanca b Created L

19.You will see that the batch has now fallen off of your list.

20.To verify, return to the home screen by clicking the button in the
top left corner.
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H i enu
[ ome
;J 8@ Select Account

@ Account Transaction Posting

& New Business
* Mew Business Acknowledgement Report

# My Group Tasks

21.Click on “Select Account.”

s
& Standard Search Prompt | ~ I ‘

22.At the top, change “Standard Search Prompt” to “Client Reference
Number” (using the drop down box).

1300008699 i

23.Enter the Bill Number and hit the “Enter” key on your keyboard.
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| i I ¥
| | ey

| | pEmny

& Croms Servicing Infcermation

fosia E |
[Hada Shared Serwces Conter (GSFE) g B 1
[Ha5A Snared Servces Center (G5FC)
Mol Aeroraubes & Space Adm |
W

[ +]a] og
User |+ Type = Data ¥ Tima b Tt bd

FFO1 Wsar 12/ 18/2017 D6:43:01 FM (Acct, Mgt.} Phase changed from HEWBUS to PRIMARY,

FFOL LT 13n8/3017 05:43:00 PH Statid changed 12 NEWINIT/ARMEWINIT,

24 Verify the information.

25.Save a copy of this screen to use as the coversheet of your referral packet

in the next section.

C. Using Adobe, combine the following files into a PDF packet:

. CSNG screen (pictured above)
. “Referral to Cross Servicing” checklist
. Last Dunning List (with this debt highlighted on it in some way)

. Save the packet using the naming convention below:

a) Consumer = Treasury~Original BOC#
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i. E.g., Treasury~1800001234
b) Business/Institution = Treasury~Original BOC#
i. E.g., Treasury~1800001234.
D. Save a copy of the packet at the following path: N:\Bills of Collection\
CENTER\OPEN COLLECTIONS\FEDDEBT - REFERRED TO TREASURY
(OPEN)

E. Drop a copy of the packet at in N:\Document Imaging\ FM-Direct Receivables so that
it can be loaded into TechDoc via the auto-upload process.

F. Attach packet to all write-off docs in SAP.
G. Redact TIN/SSN information in all places in packet before attaching into SAP.

H. Update the TROR “Write offs, CNC and Closed Debts Schedule” Worksheet on Share-
Drive

1. Enter entire amount including fees in the following sections:

a) “Debts Written Off Current Fiscal Year — CNC”

b) “Debts Classified as CNC”

STEP 4. Refer to Treasury — Account Maintainer - Complete “Process 7 : Write-Offs.”
When complete, you may continue to STEP 5 below.

STEP 5. Refer to Treasury - Account Maintainer — Check Allowance for Bad Debts
(AFBD) account for positive balances.
A. Run T-Code GR55 — ZFUN in SAP
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1. Fiscal Year

2. Period1=0

3. Period 2 = Current Period

4. Accounts
a) 1319.0000
b) 1347.0000
c) 1367.0000

d) 1377.0000

5. Business Area = Center #

6. Clock
Drata Source. .
Selection values
| Fiscal year oes
Company code MASA
Period
Period 12
Selection groups
= [
O value(s) 13219 . 0000 to
Business Area Set 1D
Orvalue{s) 64 to

Note: If you see debits (positive amounts) in any fund, you will need to do
an Allowance for Bad Debts (AFBD) Source Entry.

Note: Though multiple postings can be completed on one entry, each

posting (by fund) must have i

ts own SAP posting document number (One

document number cannot contain more than one fund).
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STEP 6. Refer to Treasury - Account Maintainer — Prepare Source Entry to post
adjustments if there are debits (positive amounts) in the GL accounts.

A. Enter T-Code FB50 in SAP
1. Basic Data tab
a) Document Date = Today’s Date
b) Reference = AFBD Source
c) Doc.Header Text = AFBD (Month / Year)
d) Document Type = Depends on GL account
1) For GL 6720.0000, use Document Type DB.
2) For GL 5909.0000, use Document Type DF.
3) For GL 5324.0000, use Document Type DL.
4) For GL 5329.0000, use Document Type DM.
5) For GL 5319.0000, use Document Type DI.
2. Bottom (aka “Downstairs”) 1st Row
a) GL acct
i.  Principal: 6720.0000

i.  FOIA Principal = 5909.0000

a. This will require a part Il posting (see “Day-to-Day Posting
Guide” Posting Day-to-Day Non-Reim (Job Aid)).

iil. Interest: 5319.0000
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a. This will require a part |l posting (see “Day-to-Day Posting
Guide” Posting Day-to-Day Non-Reim (Job Aid)).

iv. Penalty: 5324.0000

a. This will require a part Il posting (see “Day-to-Day Posting
Guide” Posting Day-to-Day Non-Reim (Job Aid)).

v. Admin: 5329.0000

a. This will require a part Il posting (see “Day-to-Day Posting
Guide” Posting Day-to-Day Non-Reim (Job Aid)).

b) D/C = Debit
c) Amount
d) Text = AFBD Source
e) Trading Partner
i.  Principal = Blank

ii.  Non-funds (NON1435, NON1099, NON3200 & NON3220) =
NONFED

a. Click Extras at the top of the page and then enter NONFED
for all non-funds

= Document Edit Goto | Extras Settings Environment System

@ = Error Log [% 33 @

Park G/L Account| Document texts... y Code NA
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[= Reguirements in Whole Document

: Frm——
Trading Partner I-_NONFUNUjI

e

f) Business Area
g) Fund Center
i.  Principal = Business Area number

i.  FOIA/Interest/Penalty/Admin = Business Area-Abbreviation
(e.g., 51-GSFC)

h) Fund
i.  Principal = Fund from FBL5N

Note: If there is more than one fund in FBL5N for debts you are
writing off, you will need to do an FB50 for each fund.

ii. FOIA Principal = NON3220
iii. Interest=NON1435
iv.  Penalty/Admin = NON1099
3. Bottom (aka “Downstairs) 2nd Row
a) GL acct
i. 1319.0000 (Principal and FOIA Principal)

ii. 1347.0000 (Interest)
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iv.

1367.0000 (Penalty)

1377.0000 (Admin Fee)

b) D/C = Credit

c) Amount

d) Text = AFBD Source

e) Trading Partner

Principle = Blank

Non-funds = NONFED (NON1435, NON1099, NON3200 &
NON3220) = NONFED

a. Click Extras at the top of the page and then enter NONFED

for all non-funds

[ Document Edit

Goto | Extras Settings Environment System

@ = Error Log E 83 @

Park G/L Account| Document texts... y Code NA1

Trading Partner

[=~ Requirements in Whole Document

'_NONZE'UIﬂ_',lj

=

CdES

f) Business Area

g) Fund Center

Principal = Business Area Number
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ii.  FOIA/Interest/Penalty/Admin = Business Area-Abbreviation
(E.g., 51-GSFC)

h) Fund
i.  Principal = Fund from FBL5N
ii. FOIA Principal = NON3220
iii. Interest=NON1435
iv.  Penalty/Admin = NON1099
i) Simulate
j) Park — Do not post.
i.  This will give you a 1600#

k) Enter T-Code FB50 in SAP to post the second part postings with an
MR doc type for all of the documents posted with a NONFUN

i. Debit =2985.000

ii. Credit =5994.0000

B. Create Source Entry template for review. See Process Quarterly Allowance
for Bad Debts for Source Entry process.

STEP 7. Refer to Treasury — Account Maintainer — Additional “Housekeeping.”
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A. After posting, again run the Allowance for Bad Debts (STEP 5 above) to be
sure the postings were completed successfully. There should be no more
debit (positive) balances on any fund.

B. Update the “## (CTR) WO CNC Closed” workbook saved monthly in the
center's TROR folder (N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\TROR).

1. Enter entire amount (including fees) in the following sections of the
workbook:

a) “Debts Written Off Current Fiscal Year — CNC”
b) “Debts Classified as CNC”
C. Attach CSNG package to all WO document(s) posted in SAP.

Note: Once the debt is transferred to Treasury, customer will receive a
notification from Treasury that future payments are to be made to Treasury, not
the Agency. If customer calls regarding his payment after transfer, he should be
provided with Treasury’s customer service number (800-858-0725).

STEP 8. Refer to Treasury — Account Maintainer — Post collections received from
Treasury.

Note: Do not reverse debts that were written-off and referred to Treasury.

Note: Treasury collected on NASA'’s behalf - Center must cover Treasury
collection fee if collection must be refunded to the customer - Center completes
an AP disbursement form for the Treasury fee refund.

A. Reestablish collections received from Treasury (see “Process 8 — “Re-
Establishing Debt” for full process). (Appendix F has a breakdown of the
accounts for reestablishing debt after collection).

1. Before posting, update the “Collections by Treasury FY20XX” worksheet
saved on the N: drive at: N:\FM Division\Accounts Payable Accounts



NSSC NSSDG-9200-0007 Version 12.0

H H H Number
Service Delivery Guide Effective Date: January 19, 2022

Expiration Date: January 19, 2024

Page 100 of 270

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Management of Debt Collection

Receivable\Accounts Receivable\Fed Debt\Collections by Treas with the
collection information provided on the FedDebt Report. This worksheet
will provide a breakdown of the following:

a) How to post the collections (what parts to reestablish and what parts to
post as “new”).

b) How much is still owed on a bill.

c) Any overage that need to be refunded to the customer or posted to
another bill for the same customer.

STEP 9. Refer to Treasury - Account Maintainer — Record debts returned to the
Agency (RTA) for reporting purposes and issuance of 1099C.

A. If a debt is “Returned to Agency” (RTA) by Treasury, update the following:

1. Update the Center’s “## (CTR) WO CNC Closed” workbook saved
monthly in the center's TROR folder (N:\FM Division\Accounts
Payable _Accounts Receivable\Accounts Receivable\TROR).

2. Update the Center’s 1099 tab in the 1099 spreadsheet located at N:\FM
Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\1099-C
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PROCESS 5 - RECALL DEBT FROM TREASURY

STEP 1. Recall a debt from Treasury - Account Maintainer — Recalling a debt from the
Cross-Servicing (CSNG) System.

A. Log into the CSNG system in Chrome using the link below:

https://xservice.fiscal.treasury.gov/csp/prod/os.artiva.web.page.Main.cls

Manage ldentity/Account Contact

@ Wi

(7] C&r ID & Password )

User 1D (ITIHY

Password

LOGIN LOGIN

LOGIN WITH YOUR....
PIV Card €  SecurlD
Piease make sure your card is plugged into the User D
reader
— Passcode
0=
B | 10GIN WITH YOUR
B PIV
=8
(7l

o 4

1. Enter your User ID (ITIM) and password.

2. Click the “LOGIN” button.
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B. You will be directed to the home screen. Choose “Select Account” from the

‘Creditor Agency Menu'’.

i enu
# Select Account

# Account Transaction Posting

& New Business

© Mew Business Acknowledgement Report

# My Group Tasks

C. At the top, change “Standard Search Prompt” to “Client Reference Number”

(using the drop down box).

e :
&' sStandard Search Prompt | ~ n




NSSC NSSDG-9200-0007 Version 12.0

: : : Number
Service Delivery Guide Effective Date: January 19, 2022

Expiration Date: January 19, 2024

Page 103 of 270

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Management of Debt Collection

E. You will be directed to the “Responsible Party” screen. Click “Perform Action”
under the “Work Responsible Party” heading.

— B e - O X
NewTab x) I} Artiva Web x|

&< & ‘ 8 Secure | https://xservice-sat.fiscal.treasury.gov/csp/training/os.artiva.web.page Main.cls ﬁ" [A]

lj ‘ s Primary Responsible Party: Georg... X

0EC000C000 ¢ CEEmme-- @ 008E60

. Work Responsible
fALy |George Jetsonian Balance: lm
Main - s [123 Space way O e Phase: [T
Perform Action I W Status: IW
Phones IPIutn "T i 12345 e l— ) l_ Fal : W
POE :

View Motes rvicing Information
Uni

Tasks TlA PCA - Da

RPs on Account e |0Fﬁce of Agency Training

All Accounts |Bureau of Agency Training
Payments IDepanment of Agency Training
TOP Information |
AWG
AWG Notes
References e Account | ¥ Client I+ Original Client | Service Datev| Listed Date | Client Reference Number v Listed Amount v Current Balance »

10000364 10 Agency Training Client 01/01/2015 05/14/2018 AGYTRNG123 5,000.00 6,550.26

v Process History

_
» PCA
Name 'x_ l_ 1 Ext:

+  Support I

@ crspadb011 - TRAINING 21 May 16, 2018 - 12:11PM JRO1 ©
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F. Click the search Icon to the right of the “Action Code” field in the “General

Action Code” pop up window.

£ Vi \ e " ul X
/ NewTab X/ I} Artiva Web x \\
& (&} ‘ & Secure |hﬂps:f/xsswlce-sal.ﬂscal.tleasury‘gov/csp/traming/os‘am\/a‘v\'eb.pags.Mam.ds 1}| .

0 I $ Primary Responsible Party: Georg... X

nnﬂn [T & scancara searct prompe | - | QEECD “a.ﬂn :

. Work Responsible ~ Responsible Party

Hame: \George Jetsanian Relipie: 6550.26

nddress: [123 Space Way. ssN: [rrees

Phase: ﬁwrr B

DOB: |ml01/1990 Status:  INEWINIT

Perform Acti
i - BB Follow-up: 0571472018
e E PCA:

RPs on Account D Status:
Burd Action Code: E | esatos: [0
Aget pstatus: [
client Rstaws: [0

All Accounts

Payments

TOP Information

AWG

AWG Notes

References

Account | ¥ |Client 1w Qriginal Client v | Service Dat¢v| Listed Datev| Client Reference Number v Listed Amount ~| Current Balance|v
110000364 |10 Agency Training Client |01/01/2015 05/14/2018 AGYTRNG123 5,000,00 6,550.26

< Place of Employment

Name: l—
I | E

Emploved: [ [ Phone: I—Eﬁl_m o [

| + Support
» Transaction Entry

| + custom

@ crspadb011 - TRAINING © May 16, 2018 - 12:11PM JRO1 @
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G. In the “Action Codes” pop up window, enter RCL in the search field.

Select “RCL” and click OK.

/ 6 - 0 X
/NewTab X/ I Artiva Web *x\\l
€ c ‘ @ Secure | hitps://xservice-sat fiscal treasury.gov/csp/training/os.artiva.web.page Main.cls s}‘ -

I} & Primary Responsible Party: Georg.. X

4 Standard S rn’frvn[r v

Perform Action
Phanes
POE
Wiew Notes
Tacks
RPs on Account
All Accounts

Description :

| ZZRCLPEND Admin Only - Force RTA Status to PENDING

Payments
TOP Information
AWG

© crspadb011 - TRAINING /4 May 16,2018 - 12:13PM

o

Statuss:
Btatus:
Status:
Btatus:
Ktatus:

[Btatus:

'[murtt} ¥ Current Balance v

6,550.26
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H. Then, click OK in the “General Action Code” pop up window.

y / \ e - 0 X
/NewTab X/ I} Artiva Web * \
< c ‘ @ Saecure | https;//xservice-satfiscal treasury.gov/csp/training/os.artivaweb.page.Main.cls 'f.‘(| [ 1]

1} [ & Primary Responsible Party: Georg.. %

BEO000EE0E

. Work Responsible
Party

e @ 0
E—

+  Responsible Party

fiame: [George Jetsonian Balance: | 6,550.26
[ wain ] Address:  [123 Space Way ssi: [ezeies phase:  [iNIT B
Perform Action I D08 [oa/o1/1390 Status:  [NEWINIT
P [pluto. pCE 3 hi | B H Follow-up: - [0E/1412018
POE : El PCA:
View Notes + Cross Servicng Information
Tasks e T — W Status:
General Action Code Window | —
RPs on Account off D Status: B
All Accounts Burg Action Code:  |ZZRCL ﬁ |Recall Account |e Status:
Payments A Status:
TOP Information tient| R Status:
DM5 Pstatws: [

References

Account | |Client Iv Original Client ¥| Service Dat¢~| Listed Datev| Client Reference Number|¥| Listed Amount ¥| Current Balance| >
10000364 10 Agency Training Client |01/01/2015  |05/14/2018 AGYTRNG123 5,000,00 6,550.26

|+ History

Employed: [T Phone: |—E§|_m et [
|

+ Transaction Entry
| E——
+ Custom

I
\

E———

i

i

© crspadb011 - TRAINING /24 May 16, 2018 - 12:14PM
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I. Select “Request Referring Agency Initiated Recall” in the “Results Code” pop

up window and click OK.

New Tab x>r I Artiva Web %\

&« (g ‘ 8 Secure | hitps//xservice-satfiscal.treasury.gov/csp/training/os.artiva.web.page.Main.cls

Ij & Primary Responsible Party: Georg... *

| . Work Respol

Party

~ Description

Referring Agency Initiated Recall

View Notes

RPs on Account
All Accounts
Payments
TOP Information

@ crspadb011 - TRAINING /24 May 16,2018 - 12:17PM

—
us; B

g *  Current Balance v

|6,550.26
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J. Click the seach Icon on the right of the “Recall Reason” field in the “Manual
Recall from Referring Agency” pop up window.

). A / \ (2] - O X
 NewTab % ) I} ArtivaWeb * \\
“ (&t ‘ & Secure | https://xservice-sat fiscal.treasury.gov/csp/training/os.artiva.web.page Main.cls ﬁ| . H

ij [ a Primary Responsible Party: Georg.. %

EE0000EanE ¢

. Work Responsible
Party

TR~ @ 00BE00
I

= Responsible Party

Wame:  [George Jetsonian Balance: | £,550.26
m Address: |113 Space Way SSN: |###-##- Phase: fmrr—ﬂ
Perform Action [ DOB:  [o1/01/1990 Status: MEWINIT
i B EE [ | Sl I T 7 —
e Op Unit: l—ﬁ PCA:
View Notes 4 Cross Servicing Information
Tasks e Am——— = - = = = = — ~
e —
RPs on Account |

All Accounts
Payments Aget Recall Reason: | E
TOP Infarmation Client Additional Detais: | ‘
AWG
AWG Notes

References

Accour Current Balance »

110000364 10 Bgency, Training Client [01/01/2015 [05/14/2018 |AGYTRNGI23 5,000,00 16,550.26

= Place of Employment

Employed: rﬁ Phone: ,—%j,_m Ext: ,_
|

‘ Name: |

| + Support

[ B

¥ Transaction Entry

|+ custom

@ crspadb011 - TRAINING /1 May 16, 2018 - 12:18PM JROT @
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Select a recall reason code from the “Available Recall Reasons” pop up
window.

; / e - 0 X
NewTab. x ) I} ArtivaWep * \\lh
& (&} ‘ & Secure \ https://xservice-sat.fiscal.treasury.gov/csp/training/os.artivaweb.page.Main.cls ﬁ'| . H

Ij i Primary Responsible Party: Georg... %

. Work Respansible Available Recall Reasons
Party | Name!

Addess & .
Reason ‘v Description ‘v it ﬁ NI
Phones | FSBANKRUPT Bankrupt Fuum;f i MR
o ,—
o | FSDECEASED Deceased .
- | —
te | ZZAGYCOLL Internal Agency Offset w/in 36 months :
RPs on Account ZZAGYFORGV Agency Forgives Debt - ﬂ
All Accounts | ZZLEGAL Debt is called for legal action [
lic 203 Entity Out of Business

| ZZOUTOFBUS

| ZZPIF Paid In Full

ZZREFERR Referred in Error 7i
| Ok § Cancel
| ZZRTNAGYRL Returned to agency roles and rcv benefit Current Balance v

: | ZZUNABLE2P Unable to Pay 00,00 |6,550.26

I

\f

@ crspadb011 - TRAINING . May 16, 2018 - 12:195PM JRO1 B
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L. Enter a note in the “Additional Details” field in the “Manual Recall from
Referring Agency” pop up window and click OK.

£ ! 8 - O X
/ New Tab X/ [ Artiva \Web * \\
< c ‘ & Secure |hﬂps:,f/xservice-sat.ﬂscaI‘treasury‘gow‘c5p/traininglos.arﬁiva‘\\'eb.pagaMain.c\s ﬁ| I

’j ’ a Primary Responsible Party: Georg... %

DOO000E000 ¢ e @ 0080808
e T

- Work Responsible
Party

Name: |Eam'ge Jetsonian Balance: | 6,550.26
[ man ] Address: (123 Space Way ssN: [EEees L T
Perform Action [ DOE:  [o1/01/1990 Status: [NEwINIT
Phones pluto pr B [ Phi | B Follow-up: [oiaaole
HOE Op Unit: 5] PCA: |—
View Notes s g Information

e = = ——— = S —

Tasks Progr] — 5 =
Manual Recall from Referring Agency e
RPs on Account off | - |
|

All Accounts. {
Payments Aged Recall Reason: ZZREFERR E
TOP Information Client) Additional Details:  [Debt was paid prior to referral to Cross-Servicing| |
AWG
AWG Notes

References

Accour| Current Balance ~

110000364 |10 Agency Training Client [01/01/2015 |05/14/2018 |AGYIRNG123 5,000.00 16,550.26

| + History
|>—1 & Place of Employment
| + PCA

Phone: I—El_m Ext: I—

Name: I

Employed: rﬁ
I

| Support

B

» Transaction Entry

| + custom

© crspadb011 - TRAINING @ May 16, 2018 - 12:15PM JROT ©
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M. To verify the recall request was submitted successfully, a Status of ‘Recalled’
is displayed in the “Responsible Party” area. A Return Status of ‘Returned’; a
Recall Reason; and a Cancel code of ‘ARRECALL’ will be displayed in the
“Cross-Servicing Information” area.

 New Tab X/ I Artiva Web 4

&« (6 ‘ @ Secure | https://xservice-sat.fiscal.treasury.gov/csp/training/os.artiva.web.page.Main.cls ﬁ" A :

1] ‘ § Primary Responsible Party: Georg . X

QU0U0NEE0 - EEEmmmEe- 2 @ D0Bean
200000000 | EEEmEmE B E 2]
p—
. WorkResponsible f§ - Resporsblepety @
Party
; s

e |George Jetsenian 6,550.26
sn: e Phase:  [DORMANT

Address: |123 Space Way

Porfori Acticn | OF: |01/01/1990 _—: ¢ |RECALLED
Phaiias [Pluto Jac 12345 c Follow-up: [o5/16/2018
POE Op Unit: Eeme———|
View Motes ~  Cross Servicing Information
Tasks Program Code: [aTam PCA - Days Until Eligible |_ Exp Date: AWG Status
RPs on Account = |office of Agency Training - —
All Accounts = [Bureau of Agency Training = [INELIGIBLE Dis
Fayments & |Department of Agency Training = |RETURNED |zzREFERR
TOF Information | 3 # |- larrECcaLl |os/16/2018
AWE DM 0 [eso Business:  [&7 Medical: [T crs: [ polstatus: [T
References X Account |~ iClient I Original Client Service Date~ | Listed Date v| Client Reference Number Listed Amount| Current Balance, »
+  Process History 10000364 10 Agency Training Client 01/01/2015 05/14/2018 AGYTRNG123 5,000.00 6,550.26
4 Place of Employment
; .
s " fame: | Employed: [§ hone: )| Ext:
i [ A |
» Transaction Entry 2 Recent History i
CT— »
@ crspadbo11 - TRAINING @ May 16, 2018 - 12:20PM JROT B

1. Save a screenshot of the recall screen, redact address and any personal
information and save as “Treasury~Original Bill Number~Recall”.

2. Attach a copy of the redaction to the W/O reversal docs in SAP and to the
appropriate DI Folder for Tech Doc.

3. Re-establish debt if necessary in SAP. See PROCESS 8 — RE-
ESTABLISHING DEBT.

4. Revise/Update the “Write-offs, CNC and Closed Debts Schedule”
worksheet on the Share Drive (monthly copy kept in the monthly TROR
folders).
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PROCESS 6 — PROOF OF DEBT AND DISPUTES

STEP 1. Proof of Debt - Account Maintainer - Complete request for Proof of Debts.

Note: Proof of Debt is run the first Business Day of each week by the AR L2
team

A. Treasury requests “Proof of Debt” information for a NSSC debt.

1. Research TechDoc in the “FM/AR/Proof of Debt Request” or FM/AR/Direct
Receivables folder to ensure information has not been provided
previously.

2. If the information has been provided previously, notify Treasury with the
date that the information was provided.

3. If the information is not in TechDoc, log into CSNG at:
https://xservice.fiscal.treasury.qgov/csp/prod/os.artiva.web.page.Main.cls to
retrieve requested information.

= SINGLE
SIGNCON

Forgot Password Change Password Forgot User ID Contact

By logging in veth PV, Securl. of User i e fagd atvl agres 10 abidk by this Huiles of Behaion

PIV Card or iKey ©  SecuriD £  UserID & Password [+]

Please make sure your cardiiKey is plugged Inte User ID User D [ITEM)

the reader

Passcode Password

v

LOGIN WITH YOU

WAY

i
<1l

LOGIN LOGIN

a) Select “POD Detail Report”
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0
(2]i]e]

! Creditor Agency Menu
B Select Account

# Account Transaction Posting

3 New Business

¥ New Business Acknowledgement Report
8 My Group Tasks

@ Pool (Preview Made)

Creditor Agency Reports
4 RTA Report

¥ Financial Activity Report

U Financial Activity Repert (Excel)
% POD Detail Report

¥ Detailed Disputes Report

U Agency Reconciliation

0 nitpserveei i onnecion=Rept gle Chrome )
i httpsy//xsenvice fiscal reasury. ports/apifVisuali PODDztail vdm&Connection=ReportsPROD&Type=Visualize
PODDetail
Enter fram date for report
2018-12-21 v
Enter taru date for report
2018-12-26 v
Debt Type:
AL v h
Agency Code:
80 v
Bureau Code:
AL v
Office Coce:
AL v
Program Code
AL v

b) A range of dates must be enter:
i. Enter beginning date in “Enter from date for report” e.g., 2018-12-21
ii. Enter ending date in “Enter thru date for report” e.g., 2018-12-26

c) Select “All” from the drop down under labeled “Debt Type”

d) Select “80” from the drop down labeled “Agency Code”
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e) Select “All” from the drop down labeled “Bureau Code”

f) Select “All” from the drop down labeled “Office Code”

g) Select "All” from the drop down labeled “Program Code”

h) Click "Finish" in the bottom right corner.

i) If a specific center’s report needs to be ran, see center information
below to be enter.

AMES

Bureau Code = ARO1
Office Code = CAM
Program = AR1A

DRYDEN / ARMSTRONG

GODDARD

Bureau Code = GS01
Office Code = MDG
Program = GS1A

HEADQUARTERS

Bureau Code = DFO01
Office Code = CAE
Program = DF1A

GLENN

Bureau Code = GR0O1
Office Code = OHO
Program = GR1A

Bureau Code = GS02
Office Code = MDG
Program = GS2A

JOHNSON

Bureau Code = JS01
Office Code = TXH
Program = JS1A

KENNEDY

Bureau Code = KS01
Office Code = FLK
Program =

LANGLEY

Bureau Code = LAO1
Office Code = VAH
Program = LA1A

MARSHALL

Bureau Code = MS01
Office Code = ALM
Program = MS1A

STENNIS

Bureau Code = ST01
Office Code = MSS
Program = ST1A

KS1B — Space Flight Explore
KS1E — Science, Aero & Explore
KS1H — General Fund

4. Save each Centers Reports to: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Proof of Debt

a) Naming Convention Example: POD All 122618 to 012819

5. Print Dunning letters for customer(s) for which Treasury is requesting
“Proof of Debt” information.
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a) Dunning letters are located in Tech Doc in the “FM/AR/Debt Collection”
or FM/AR/Direct Receivables folder.

6. E-mail and/or Fax all Proof of Debt information to: (855) 567-8821
pod.responses@fiscal.treasury.gov.
a) Scan “Proof of Debt Request,” Dunning letters and fax confirmation
and auto upload to TechDoc by dropping in the folder below:
i. N:\Document Imaging\ FM — Direct Receivables

ii. Naming scheme: Proof~Original BOC#, e.g., Proof~1800001234
STEP 2. Proof of Debt - Account Maintainer — Treasury Disputes

A. When Treasury requests debt information for a dispute, a case/task is created
and assigned to AR L2.

Note: Disputed debts from Treasury are time sensitive and should be prioritized
as a high sense of urgency. NASA has a 9-day turnaround for disputed debts.

1. All Documentation from Treasury should be reviewed to determine if

legible and complete.

a) If not legible or complete, AR L2 AM will email Treasury POC listed on
the documentation.

b) L2 AR AM will contact the Functional Area (FA) by sending a task
requesting a 3-5 day turnaround.

c) If FA is not responsive prior to the 5-day cutoff AR L2 AM will elevate
to AR L3 POC by sending a task.

d) If the FA is not able to meet the 3-5 day timeframe the L3 AR POC will
elevate the task to the AR L3 Lead.

e) AR L3 Lead will coordinate with the FA Chief to ensure a timely
response.

Note: All disputed reimbursable bill of collections must be routed to the center for
review. There are no extensions on Treasury disputes and the Agency has to
meet the 9-day response time.
2. Response received by the Functional Area for invalid debt
a) L2 AR AM will fax the Treasury dispute response to (205) 912-6326
and/or e-mail the response to dispute.responses@ fiscal.treasury.gov.
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b) L2 AR AM will notify the Receivables Processor to pull back the
referral from Treasury using CSNG.

c) L2 AR AM will reverse the AR write-off documents, bill and all
associated fees in SAP to remove the customer’s liability.

Response received by the Functional Area for valid debt
a) L2 AR AM will fax the Treasury dispute response to (205) 912-6326
and/or e-mail the response to dispute.responses@fiscal.treasury.gov.

Note: Refer to Appendix O — “Ticket Elevation to Accounts Receivable L3.”

STEP 3. Disputes — Account Maintainer — Process Customer Dispute

A. Account Maintainer receives a record/task request for dispute.

1.

2.

3.

4.

Category — Accounts Receivable
SubCategory - Dispute

Account Maintainer will request the dispute be sent in writing from the
debtor if the dispute has not already been received in writing.

Account Maintainer will review backup and ensure that the bill was

prepared properly and has supporting documentation. This

documentation is provided to the customer upon request. If the bill has a

data entry error (incorrect customer, address, etc.), the AM will initiate a

correction.

a) L2 AR AM will update the task and attach supporting documentation to
support any correction(s).

B. If the bill has been properly prepared, complete the following steps:

1.

L2 AR AM will create a task and send to the Functional Area that
requested the bill.
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a)

b)

If the Functional Area is outside the NSSC, an email will be sent to the
bill originator and logged in the ServiceNow “Dispute” task.

If the Functional Area is outside the NSSC, L2 AR AM will keep both
the case and the task.

2. L2 AR AM will mark the bill of collection in SAP “in dispute” by selecting
dunning block “I” in FBL5N (see “Process 1 — Dunning” - STEP 2(D)
above)

3. L2 AR AM will follow up with the functional area bi-weekly if no updated
status has been entered in the task by the Functional Area POC, and will
update the task with the latest status once received.

a)

b)

f)

¢))

If the dispute is not resolved within 30 days it will be escalated and a
task will be sent to AR L3.

L3 AR will determine the status of the debt and follow up with the
Functional Area. L3 will update the status of the task and will forward
to L2 AR AM.

If the dispute is not resolved in 60 days it will be escalated to AR L3
Lead via task.

AR L3 Lead will follow up with the FA Chief. AR Lead will update the
status and forward the Task back to L2 AR. AR Lead will inform FMD
Chief and FSB Supervisor of the status.

Debt will be written off at 120-days delinquent (150-days aged) but will
not be forwarded to Treasury.

L2 AR AM will continue to monitor the record/task.

If the dispute is not resolved by 180-days aged, a task will be
escalated to the AR L3 Lead.
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h) FA will communicate the status/validity of the debt to debtor.
i) FA will send the Task back to AR L2.

j) L2 AR AM will contact the customer of the status of their dispute
request and what action will be taken next in the collection process

. Functional Area (FA) determines debt to be invalid/valid.

a) If the bill is determined to be invalid, the task is sent back to AR L2 to
stop collection activities and reverse the bill. A new task should also
be created with a subcategory of “Rescind.”

b) If the bill is determined to be valid, the task is sent to AR L2 to remove
the billing block and resume collection activities.

c) AR L2 must add back any days that the bill was in dispute by updating
the BLINE date forward that number of days.

d) FA will communicate the status/validity of the debt to debtor.
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PROCESS 7 — WRITE-OFFS

STEP 1. Write-offs - Account Maintainer — Write-Off Bad (Unpaid) Debt

A. Log into SAP and use T-Code F-30 to write-off delinquent debt deemed
uncollectible. F-30 - Write Off Bad Debts (End User Procedure)

Note: Reimbursable funds may not be written-off. Centers should request direct

funds to cover the reimbursable costs and then move the costs to the direct fund.
Next, the NSSC will reverse the reimbursable BOC and create a BOC against the
direct fund. This new BOC will then be written-off and transferred to Treasury for

collection (if applicable).

Note: Principle Debts created with NON3200 can be written-off.

Exception: Reimbursable Fund write-offs are allowed for the NSSC Working Capital
Fund (WCF) and Royalties.

Post with Clearing: Header Data
Choose open items  Account Model
Document Date 07/29/2015| Type wo| Company Code NASA |
Posting Date 07/29/2015 Period 10
Document Number
Reference 1800008133
Doc.Header Text 1800008133
Clearing text Write-off per NPR 9610.1.3.9 & Data Act
Transaction to be processed
 Outgoing payment
I Incoming payment
) Credit memo
(= Transfer posting with clearing
First line item ~ ~
Pstiy 40 |Account  [1319.0000 Pl 1nd T TType

1. Document Date = Today’s Date
2. Doc Type = WO
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3. Reference & Doc.Header Text = Original Bill Number
a) Ifitis a residual 1400 bill, use the 1400 residual bill number.

4. Clearing Text
a) DOI Write-Off = “W/O per DOI (Report Date) (Name of Customer)”

i. e.g., “W/O per DOI August 2009 Write-Off Report (Daisy Duck)”
b) Over 150-Days Old = “Write-off per NPR 9610-1A.2.6.3”
c) Death = “Write-Off per 5 CFR 630.209”
5. Transaction to be Processed = Transfer posting with clearing
6. PstKy =40
7. Account
a) 1319.0000 (Principal)
b) 1347.0000 (Interest)
c) 1367.0000 (Penalty)
d) 1377.0000 (Admin Fee)

8. Hit “Enter”
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Post with Clearing Add G/L account item

Gl Account

| Choose open items || Frocess open iterms ||E> More data || Acct model

12319 . 0000 Allowwance For Loss On Accounts Receivable

i Company Code [MaSA| sgeney
Iterm 1 F Debit entry 7 40
Armount IEEEE N uso
[1 calculate tax
Fund CASXZ20090
Functional Area ]
Funds Center (=53 | Commitment tem RECY

“Yalue date
Assignment
Text

o9/ 21 /2009

= More I

WWIO PER DOl AUGUST 2009 RFT (MICHAEL HARBARTY )

[%2% Lono Texts |

rHext Line Iterm

F sthay | [=icount | SGLind | |
9. Amount
10.Fund

a) Principal: Fund from FBL5N

b) Interest: NON1435

c) Admin/Penalty: NON1099

11.Fund Center

a) Principal = Fund Center of Original Bill

b) Interest/Penalty: Center Number and Abbreviation

12. Text

e.g., 64-SSC
e.g., 10-HQOP

a) “DOI Write-Off = “W/O per DOI (Report Name) (Name of Customer)”
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i. (e.g., “W/O per DOI August 2009 Write-Off Report (Daisy Duck)”

b) Over 150-Days Old = “Write-off per NPR 9610-1A.2.6.3”

c) Death = “Write-Off per 5 CFR 630.209”

13.Click “Choose open items” button

Document Edit  Goto Settinos  Systerm

<= | = a9 H | & e | Lo 0D as | En T oan an | FEE & I

Help

Post with Clearing Select open items

za2321| =

Account Tvpe [=]
Special GiL ind
Frnnt advice no

[ other accoun ts
[ Distribute by age
[ Aautormatic search

rormal ol

Additional selections
& Mone
O Armount

& Posting Date

O Dunning Area

O Reference

O Pavment order
O Collective invaice

O Docurmen t Twpe
O Business Area
O Tax Code

O Branch accoun i3
O Surrenc W

O Posting ey
O Docurmen t Date
O Assianment

2 Billing Docurment
O Others

14.Account = Customer Number

15.Special GL Indicator
a) Principal = Blank
b) Interest=2Z
c) Penalty=Y

d) Admin =V

16.Click “Process Open Items” button
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= (BN SAD
Document Edit Goto Seftings  Emvironment System  Help

& | A0 ICaa CHE DnO0|RE | ®m

Post with Clearing Process open items

‘ Distribute diff. H Charge off diff. Hﬂ Editing options H & CashDisc. Due |

AT Patil Pt | Resiterms | Winhidg tax

Account iterns 302321 Harbart, Michasl D

Docurnent.. [0 [oocurme. [P Jou. Joay ] USD Gross [Cash discnt [cash... |
18A0BARSA7 DR A2/05/2. 01 B4 225 164 68 |
18AOBEAST1 DR A2/13/2 @1 64 217 | 164 58

1800098915 DR @2/19/2.. 81 B4 211 164 .58
1800005183 DR @3/05/2.. 01 64 197 | 16458

1800005428 DR [@4/03/2.. 01 B4 168 164 .58

1800006137 DR @3/19/2.. 01 B4 183 16458

1800006331 DR @4/16/2.. 81 B4 155 164 .58

1800006928 DR @7/08/2.. 01 64 71 164 .58

1000006985 DR [07/23/2.. 01 64 57 164 .58

1800007436 DR [04/30/2.. 01 B4 141 164 .58

1800007504 DR 05/14/2.. 01 B4 127 164 .58

1860007425 DR [BE/26/2. 01 64 85 164 53

(<]l I (110

] ] o i 3 | 3 =

EIE M Amo...| @Gross«». J &5 curency] [ 1 ttems [H tems | [ 1 Dise. [§ isc. |

Editing status
Number of iterns 14 | Arnount entered 2,304.12
Display fram iem 1 | Assigned 2,304.12
Reason code ‘ Difference postings
Display in clearing currency Mot assigned D.Dﬂi\
@ 14 itemns were selected I [F-30 B[ iemprasfesz [INS [ | 7

17.Deselect any items that should not be cleared in your Write-Off.
18.Check to be sure “Not assigned” = $0

19.Simulate / Post
a) This will give you a 4000# document.

B. If you have any documentation, attach to all write-off documents.

C. At the end of the month, in SAP run T-code GR55 / ZFUN to run an

“Allowance for Bad Debts” report to check for any debit (positive) balances by
fund (see “Process 4: Refer to Treasury” — Step 5 “Allowance for Bad Debts”

for this part of process).

Note: Reference Chapter 14 of the Code of Federal Regulations (CFR) 1261.417.

Note: Debts will be eligible for write-off when the following conditions exist:
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. Reasonable collection efforts have been exhausted (meaning “demand

letters” [aka “Dunning” letters] have been sent in 30-day increments with
No success).

The item is delinquent by 120-days or more.
There is more than a 50% chance that the receivable will result in a loss.*

The cost of further collection action will probably exceed the amount that
could be collected.

Note: Criteria for more than a 50% chance that the receivable will result in a loss are

as follows:

1.

2.

3.

4.

The Agency is unable to collect any substantial amount through its own
efforts or through the efforts of others.

The Agency is unable to locate the debtor.
Costs of collection are anticipated to exceed the amount recoverable.

The debt against the debtor has been discharged in bankruptcy.

Note: If the debt is collected after write-off, re-establish the debt in SAP (see
“Process 8 Reestablishing Debt”)
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PROCESS 8 — RE-ESTABLISHING DEBT

Post collections received from CSNG (Treasury) for debts previously referred for
collection. The debt is re-established and the collection is posted.

STEP 1. Reestablishing Debt - Account Maintainer - Post the debt in SAP

A. Debts collected from Treasury after write-off / referral to Cross-Servicing are
often partial and the original debt may not be paid in full, therefore the original
write-off is not reversed in SAP.

B. Before posting, update the “Collections by Treasury FY20XX” worksheet
saved on the N: drive at: N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Receivable\Fed Debt\Collections by Treas with the
collection information provided on the CSNG Report. This worksheet will
provide a breakdown of the following:

1. How to post the collections (what parts to reestablish and what parts to
post as “new”).

2. How much is still owed on a bill.
C. Reestablished Bill of Collection (and fees) using the Re-established section

(page 7 — 8) of the Day to Day Posting Guide. Use the fund from the original
BOC, unless the fund cancelled. If the fund is cancelled, use fund NON3200

Note: Macro is utilized to perform STEP 1 - “C”

1. Open FedDebt Template located at N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Fed Debt
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=] &~ = FedDebt_TEMPLATE s - Excel
HOME | INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER  ACROBAT  CMPS  AccountsRecewable AR FedDebt
o - = = E
& % cut Calibri S A ==E % EeWepTe General B | = % | Normal Bad Good
b ER Copy - c a I F o
e r 4 © BeA- STz Hvesaces - §-% o @ Comtont o TR oot
- ¥ Format Painter 4 g Formatting = Table~
Clippoara 5 Font 5 Angnment 5 Number 5 stytes
039 - I
A B < 2] E F G H T J K L M N o P Q R
i Overage [Overage |Overage Fund (Re- i i i Overage
Invoice Principal Interest Penalty Admin Interest |Penalty |Admin Assignment |establish [Principal Dec |Interest Doc |Penalty Doc  |Admin Doc Interest |
Customer |pate__|Rererence amount|amourt |amount |amount |amount |amount [amount |82 |numober |principa |am am am am am

10

Enter the following information under the green headers:

a) Customer Number

b) Invoice Date = IPAC DRN Date

c) Reference = IPAC DRN

d) Amount in appropriate columns

e) BA

f) Assignment Number = Assignment number of the original BOC (if
this number is associated with an old ZCOM, make sure to go into

the document and update this field with the current document
number)

g) Fund (Re-establish Principal) = Fund from original BOC

Note: Canceled Funds/NON6500 documents can also be
processed utilizing this macro.
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BHOS ¢ G-

Re-establish Clear
Debt Debt

e

INSERT PAGE LAYOUT FORMULAS DATA

FedDebt
REVIEW  VIEW DEVELOPER ~ ACROBAT ~ CMPS  Accounts Receivabl AR FedDebt

A B C D E F G H 1 J K L M N [#]
Re-establi ish ish |Re-establish |Overage |Overage |Overage Fund (Re- Re-establish |Re-establish
Invoice Principal Interest Penalty Admin Interest [Penalty |Admin establish Principal Doc |Interest Doc
1 Customer |Date Reference |[Amount Amount Amount Amount Amount |Amount |[Amount |BA Assignment Number |Principal) AM AM
111923| 2/9/2017) 91313144 153.85 10| 18000027782010 WCNX04546R

2
3
4
5
6
T

Click the “AR FedDebt” Tab

Click “Re-establish Debt” Button

Message will pop up to Select FedDebt IPAC to attach

il ™
Fed DebtIPACFile [

:] Select Fed Debt IPAC to Attach

a) Click OK

b) Browse to find the IPAC to attach

Message will pop up to Select FedDebt Report to attach

i ™
Fed DebtReport File [

::I Select Fed Debt Report to Attach

'
|

——

a) Click OK




NSSC NSSDG-9200-0007 Version 12.0

Service Delivery Guide Number

Effective Date: January 19, 2022

Expiration Date: January 19, 2024

Page 128 of 270

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Management of Debt Collection

b) Browse to find the FedDebt Report to attach

The macro will begin to post the documents and attach the IPAC and
FedDebt report to the documents.

The macro will update the spreadsheet with the documents that were
created under the Grey colored headers.

FedDebt 91313144 xlsm - Excel ? E - x
25 Accounts Receivable AR FedDebt Bartee, ALICIA P (NSSC-NSSC)[Service Provider] -

M N o P Q R s T u v w X ¥ z AR AB [«
Fund [Re-  |R blish [R blish R blish |R blish [Overage  |Overage  |Overage [Iv v v Overarge v Re-estal
establish  |Principal Doc |InterestDoc |PenaltyDoc |Admin Doc | Interest Doc |Penalty Doc [Admin  |Principal|interest |Penalty |IV Admin [Interest  |IV Overage |Overage  |Principa
Number |Principal] _|AM AM AM AM AM AM DocAM__|AM AM M M M Penalty AM |Admin AM |PP

127782010 WCNX04546R 1800006058 |None None None None None Nene Nene None Nene Nene None Nene

7. Once complete, the macro will save the FedDebt template N:\FM
Division\Accounts Payable Accounts Receivable\Accounts
Receivable\Fed Debt in the appropriate year/month’s folder. (The macro
will create the folders as needed.) The macro will save the file as Fed
Debt IPAC DRN (ex. Fed Debt 91313144)

D. (Manual Steps to be used if macro is unavailable.) Reestablished Bill of
Collection (and fees) using the Re-established section (page 7 — 8) of the Day to
Day Posting Guide. Use the fund from the original BOC, unless the fund
cancelled. If the fund is cancelled, use fund NON3200.

1. Create a re-established debt BOC (FB70) for amount of principal collected
(bright yellow section of “Collections by Treas FY20XX” worksheet) not to
exceed what was originally referred to Treasury (green section of worksheet)

2. Create re-established debt BOCs (FB70 and FB50) for amount of fees
(Interest, Penalty and Administrative Fee) collected (bright yellow section of
“Collections by Treas FY20XX” worksheet) not to exceed what was originally
referred to Treasury (green section of worksheet).
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E. Any amount in red (credit) in the light yellow section of the “Collection by Treas
FY20XX” worksheet is overage.
1. Principal Overage
a) Apply overage to another bill if there is one open.

b) If not, process a refund using FB0O1 (see “Collection and Deposit
Process” SDG — “Process 8: Refunds”).

2. Interest, Penalty and Admin Overage
a) Establish NEW interest/penalty/admin debt for overage amount using
the Day to Day Posting Guide (page 1). (Refer to Step 1 — C for Macro
instructions.)

Note: Update “## CTR Coll by Treas FY20XX PXX" spreadsheet in Center’s
TROR Folder for each collection received from Treasury.

Note: See Appendix F for entries to re-establish a debt in SAP.

Refer to Collection-Deposit SDG for posting of Collections Returned from
Treasury.
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PROCESS 9 - QUARTERLY ALLOWANCE FOR DOUBTFUL
ACCOUNTS

STEP 1. Quarterly Allowance for Doubtful Accounts - Account Maintainer - Run the
CMP Tool CMP 3.3A quarterly to retrieve the analyses of each Center’s doubtful
accounts.

Note: This report is executed with a Macro in Microsoft Excel
AR CMPs [ = |

—

Note: If an individual center’s write-offs have not been processed before this macro is
run, the GR55 and Aging reports will have to be run manually in SAP. DO NOT
RERUN THE MACRO. Update the CMP Tool file with the manual SAP reports. Use
the updated file to complete your source entry postings.

Note: The manual Instructions are as follows:

A. To analyze Doubtful Accounts (also known as “Bad Debts”), the Account
Maintainers complete the following steps:

1. Run ZFI_AGING1310 by Center for Non-Federal Customers as close to
the last day of the quarter as possible (12/31/XX, 03/31/XX, 06/30/XX, and
09/30/XX). Format to sort by GL Account and Fund and save this
spreadsheet in the following location: N: FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Allowance for Bad
Debts\.
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2. Determine the debts that have since been written off as uncollectible, and
into which aging category they fell.

3. Calculate percentage of write-offs to total debt by category and by General
Ledger Account (1310.0000, 1340.0000, 1360.0000 and 1370.0000).

Note: L3 will periodically (at least annually) calculate and adjust the allowance for
uncollectible accounts receivable by fund for each Center (e.g. Allowance for Loss on
Accounts Receivable, Allowance for Loss on Interest Receivable, and Allowance for
Loss on Penalties, Fines, and Administrative Fees Receivable). The allowance for loss
on accounts receivable applies to both public (non-Federal) debt, and (Federal)
intragovernmental receivables. Losses on receivables should be recognized when it is
more likely than not (greater than 50 percent chance) that the receivables will not be
completely collected.

Allowance accounts represent the estimated amount of uncollectible receivables which
are used to reduce gross receivables by the amount of the estimated loss to their net
realizable value. The net realizable value of the receivables is the receivables balance
less the balances of corresponding allowance accounts.

Calculation of Allowance for Loss Balance. Non-Federal and Federal balances will be
considered in the calculation of allowance accounts. The non-Federal allowance
calculation should be based on the history of write-offs for each delinquent age category
recorded over the past two years. For Federal receivables, the nature and status of the
dispute process, along with materiality, will be taken into consideration prior to
determining whether Federal debt is not collectible and should be included in the
allowance calculation.

25% 25% 50% 85%  100%  100% 100%  100%
| 3145 days 46-60days 61-90days 91120days 121180 181365 Over 2 yrs
Amt. Amt. Amt. e e e icee T A Amt.

4. These percentages will be used for each Center (by GL Account) to
update the Allowance for Doubtful Accounts.
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STEP 2. Allowance for Doubtful Accounts - Account Maintainer - Determination for
Balance of Allowance for Doubtful Accounts Quarterly

A. Based upon percentages calculated in Step 1 above, by Center, calculate
current balance necessary in “Allowance for Loss on Accounts Receivable”
(1319.0000), “Allowance for Loss on Interest Receivable” (1347.0000),
“Allowance for Loss on Penalties” *= (1367.0000), “Fines and Fees

Receivables” (1377.0000).

Multiply the total customer amounts (by fund) in each aging column by the
allowance percentage factor determined in Step 1 above. Exclude

reimbursable debts from this calculation.

C. In SAP, run GR55 to determine current balances in 1319.0000, 1347.0000,
1367.0000 and 1377.0000 for each NASA Center.
AccouUumts by SO - Miualtiple Select.: Selectiom

J e poos

. g‘;i‘:l:q:z:a) 119 oooo (T=1 ]
R = =1
Qf'lgf::.;? ten =]
Funds contar
[= TR N T ] [—IE;;
S Cy Lo m o T o ol
Or waiLs =) [==1
Applic. of Punds
R e e (= Ten -:—'
:-':T:.ﬁ;; e ==
e 75 =1

1. Fiscal Year
2. Period1=0
3. Period 2 = Period you are currently in
4. Accounts
a) 1319.0000 (Principal)

b) 1347.0000 (Interest)
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c) 1367.0000 (Penalty)

d) 1377.0000 (Administrative Fee)

5. Business Area = Center #

6. Clock

D. Fill in the spreadsheet below with the information run in STEP 1
(ZF1_AGING1310) and STEP 2 (GR55/ZFUN) above to determine AFBD
source entry posting needed. The spreadsheet (Blank AFBD Summary
Form) is located N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Receivable\AR Forms and Templates.

Balance at FY2016 P&

Fundf#&ccount
SCEX22015D
CASX22013D
CASXZ205D
MNOMN1088
MOM1435
MOM3220
Totals

Total per Aging Analysis
Difference

Reconciling Items:
CASXZ2015D
SEMX22016D
MNOMN1435
MNOMN1088
MOMN1088
SEWXD2016R

G5FC Summary - Allowance for Bad Debts

GR55 GIL
1316.0000
1318.0000
13160000
1367.0000
1347.0000
1316.0000

Debt GIL
13103000

13103000
1310.3000
1340.0000
1360.0000
1370.0000
1310.0000

Target Balance

‘Current Bal per  per AFBD
GRS55 Analysis
-11,005.80 -3,754.08 1600000178
-13,542.62 1600000179
-1,864.20 1600000130
1.87
039
02.17

1600000131 - 100255564
16000001382 - 1002555865
1600000143 - 1002555965

-26.201.19 -3,754.08

-22.120.67
18,375.50

-30.56 =400
-3.67 =3400
-12.683 <$400
-57.14 <3400
-85.00 <3400
-18,177.59 Reimbursable
-18,375.59 Total

1. The green column shows the changes by fund that will need to be made

with Source Entry postings.

Note: If there is an amount in GR55/ZFUN that comes up less than $400
AND an amount on the ZFl_Aging1310 that is less than $400, you would only
put the GR55/ZFUN amount on this spreadsheet. The only time you ever put
the ZFI_Aging1310 amount is if it is $400 or over.
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STEP 3. Allowance for Doubtful Accounts - Account Maintainer — Create the Source
Entry

Note: See “Collection and Deposit Process” SDG “Process 10— Journal
Vouchers” for full JV Process including JV attachments and approval routing.

A. Prepare source entry for allowance for doubtful accounts.

Note: “AFBD Launcher” Add-in Macro: Step 3, A should be completed using
the AR “AFBD Launcher” Add-in Macro (see steps below).

1. Open Microsoft Excel.

HOME  INSERT  PAGELAYOUT  FORMULAS DATA  Develope REVIEW  VIEW  ACROBAT CMES | AccountsReceivable | BZEPY

=] = P Iy Fom = = =N
g E = j ; = =
= B E B ER A qOE B 2
Monthly | SSC Billing SSC Create TROR | Billing Clear Bill Misc Receiplis DOITO SAP Recapture  ZEPY Quarterly SNOW
Billing  Compare Billing Packages | Reports | Launcher Launcher  Launcherl§ Launcher JRECON Launcher Audit Launcher Analysis Launcher Search

Billing TROR Day To Day Postings REPORTS ServiceNow Searches

2. Select the “Accounts Receivable” tab.

Note: If you do not have this option in Excel, you can download this add-in at
the link below:

a) N:\FM Division\Accounts Payable_Accounts Receivable\Macros
b) Select “AP-AR.xlam”

3. Click on “AFBD Launcher” on the Excel ribbon.
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(" aFaD FoRM » |~ |
CENTER
| g
AFBD FUND
| | -l
Amount
| B
JV Number
| -l
MONTH
| g
FISCAL YEAR
| 2017 j
Quarterly
| |
PART 1 DOC NUMBER
| -l
PART 2 DOC NUMBER
| -l
0K

4. Update the form by entering the following:

a) Center — Select Center from Drop-Down

b) AFBD Fund — Select Fund from Drop-Down

Vi.

NON3200 = Principal on Cancelled Fund

NON3220 = FOIA Principal

NON1435 = Interest

NON1099-Penalty = Penalty

NON1099-Admin = Administrative Fees

Appropriated Principal = Enter your own appropriated fund
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c) Amount

d) “Month” and “Fiscal Year” default to current month and fiscal year but
you can change if necessary.

e) Quarterly

i. Select “Yes” if this is the Quarterly “Allowance for Bad Debts” run.

ii. Select “No” if this is an off-cycle/monthly “Allowance for Bad Debts”
run.

f) Click “OK” button.

i. This will park the part 1 document and the part 2 document needed if
the fund selected was a NONFUND.

PART 1 DOC NUMBER

‘ 1800000525 j
PART 2 DOC NUMBER

‘ 100144253 j

Note: If the “AFBD Launcher” Add-in Macro is unavailable, Step A (above)
can be completed manually by performing the following steps (1 — 4 below).

5. Based upon calculation in green section of Step 2 above, prepare
adjusting source entry

a) Using the Day to Day Posting Guide enter the following in FB50:
“Basic Data” Tab (Top)
i. Document Date = Today’s Date
ii. Posting Date = Today’s Date

iii. Doc Header Test = “AFBD FY20XX QXX”
iv. Document Type = Depends on GL Account

v. For 6720.0000, use DB
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vi. For 5909.0000, use DF
vii. For 5324.0000, use DL
viii. For 5329.0000, use DM

ix. For 5319.0000, use DI

“Basic Data” Tab (Bottom [aka: “Downstairs”)
GL Account

6720.0000 — Appropriated Principal
1319.0000 — Appropriated Principal

5319.0000 — Interest (will require a part Il posting)
1347.0000 — Interest (will require a part Il posting)

5324.0000 — Penalty (will require a part Il posting)
1367.0000 — Penalty (will require a part |l posting)

5324.0000 — Admin Fee (will require a part |l posting)
1377.0000 — Admin Fee (will require a part Il posting)

Note:
= If the difference is negative (credit) in the green section, then you
will debit “top” GL account above and will credit the bottom GL
account.

= |If the difference is a positive (debit) in the green section, then you
will credit the “top” GL account above and will debit the bottom GL
account.

6. Amount

7. Text = Center (Quarter-FY) QUARTERLY ALLOWANCE FOR BAD DEBTS
a) e.g., JSC (Q3-FY2010) QUARTERLY ALLOWANCE FOR BAD
DEBTS

8. Enter FB50 and post second part posting as indicated on the Day to Day
Posting Guide posting guide for all NONFUND entries.
a) 2985.0000
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b) 5994.0000

B. Combine the source entry template t and any allowance for bad debt backup
into a source entry packet and sign the packet electronically using PIV card.

a) Monthly = GR55-ZFUN
b) Quarterly = 3.3A Spreadsheet

C. Route a ServiceNow task to AR L3 for review, and to post with the Allowance
for Bad Debt source entry packet attached.

STEP 4 - AR L3 CS — Review and Post Source Entry
A. Review attached source entry template and supporting documentation in the
Service Now task.

1. If correct, sign and save document to your computer. If corrections
are needed return task to L2.

Note: Supporting documentation should include the OBIEE report
totals, GR55 “Before” balance and the computation showing the

amount of the entry.

2. Access SAP T-code FV50
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=4 Document Edit Got Environment System Help

NhaH 0 e

Park G/L Account iment: Company Code NASA

aaTree on  [lfJCompany Code [#isimulate [l Save as Completed Post & Processing Options

Basic Data | Detais |

| Amount Information

2

Document Date [ 3 Currency usSD Total Dr.
Posting Date |03/17/2021 [ 0.00 |UsSD
Reference [ |
Doc.Header Text [ | Total Cr.
Document Type =R | 0.00 |USD
[ |Doc.currency
Company Code NASA NASA Washington DC (@4 el
0 Items ( No entry variant se.lected .)
B G/L acct Short Text DfC 'Amount in doc.curr. Loc.curr.amount Tax ... Tax jurisdictn code W Assignment
| - 0.00 m|
] - o.00 |
|| - 0.00 —
] - 0.00 |
|| - 0.00 —
] - 0.00 |
] - 0.00 —
] - 0.00 »|
|| - 0.00 —
= - 0.00 O
o '

3. Select “Document” as shown above — a drop-down menu will appear
4. From the drop-down menu select “Select Parked Document”
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= Document Edit Goto Extras Settings Environment System Help

-

Park G/L Account Document: Company Code NASA

ﬂTree on E@Company Code ﬁSimulate Save as Completed Post /Prnces'sing Options

< 'Basic Data | Detais |
| Amount Information
Document Date | Currency lusp | Total Dr.
Posting Date 03/17/2021] 0.00 |USD
Reference |
Doc.Header Text | Total Cr.
Document Type E.’_ | 0.00 USD
[Doc.currency

Company Code NASA NASA Washington DC (@18}
[ Selection of Parked Documents {

e E Company code :FNAS;PFQ_'
Doc. Number e |
B G/L acct —— Tax ... Tax jurisdictn code W Assignment
i A Fiscal year T B
i 0. i}
} 0. n
i 0. i}
| (o€ -
} 0. il
| - 0.00 M
| - 0.00 i
| - 0.00 ]
i

ey
5. Enter source entry document number in the “Doc. Number” field and
the fiscal year then select “continue”

B. Review the following fields:

1. Document date

2. Ensure posting date is the same as the document date. If itis NOT
the same, update the posting date of the source entry to prevent a
FBWT difference.

3. Review all other fields and validate information is the same in SAP as
it is on the source entry template.

4. Ensure total Dr. and total Cr. are the same and the icon is green.
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“| Amount Information

Total Dr.
[ 1,250.00 |UsD

Total Cr.
i 1,250.00 |UsD

00 (—

5. If everything is correct, attach signed copy of the source entry in
SAP by selecting the attachment icon. Another menu will
appear. Select the paper clip icon. If corrections are needed,

return task to L2.

@ ¢==fditParked G/L Account Document 010014

~ ISR p— ~

6. Selectl“Nelw”

[Ig Date | U3/ lo/2041L | |

& e ptmein
“ ot [ D) (S F L

| AttachmentForNASA01001458592021
) Icon ‘T'lje |Creator Name ‘Created On

7. Select “Create Attachment”

8. Select saved “signed” Source Entry template with supporting
documentation and select open. Once attachment appears, select
green checkmark.

9. Once back on “Edit Parked G/L Account Document XXXX screen”

select the “Post” Icon.
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= Edit Parked G/L Account Document 0100145859 NASA 2021
/] l«H eae® P00 A8 e
Edit Parked G/L Account Document 0100145859 NASA 2021

ﬁTree on EgCnmpany Code ESimulate Save as Completed _

Basic Data | Detals | Workflow |

| Amount Information

C. Attach signed Source Entry template with supporting documentation to the
Service Now task and resolve.
STEP 5 — Allowance for Doubtful Accounts - Account Maintainer - Determine what
debts are sent to the Internal Revenue Service at the beginning of each calendar year:

A. Do not send to the IRS:
1. Debts less than $600.00.
2. Debts that have been referred to Treasury as Treasury will send 1099C.

3. DOI ZEPY Debts as taxes were already withheld by DOI (e.g., Health
Benefits, Leave, and Salary Overpayments).

4. Debts closed in a prior calendar year.
5. Debts for a retired or disabled customer.

6. Debts for employees currently on US Military Leave without Pay (US-
LWOP).

7. Debts on which a waiver has been requested but has not yet been
approved or denied.

8. Debts in Dispute.

9. Debts in Bankruptcy.
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B. Send Debt to IRS:

-

. Debts greater than $600.00.

2. For debts Returned to Agency (RTA) by Treasury, look at each RTA
reason and determine if a 1099C is needed on a case-by-case basis.

3. Debts waived by Center OCFO.
4. Debts waived by Acting Center Director.

C. Information needed to send to IRS:
1. Name

2. Address
3. SS# or TIN#

4. Customer #
5. Date Cancelled
6. Amount Written Off
7. lIs interest included in Amount Written Off?
8. Type of Debt — (Overuse of Leave, Health Benefits, etc.)
9. Description of Debt
D. Create a task and assign to Accounts Payable with the information to send

the Debt to the IRS. Currently, no one in Accounts Receivable has the 1099C
program.
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PROCESS 10 - MANUAL WAIVER PROCESS

This manual process is to be used only if SNOW auto task functionality or reporting
functionality is not working properly.

STEP 1. Waivers - Account Maintainer - Process Waivers requested by customer

A. Customer requests a Waiver for a Debt

1. A waiver request is received from the debtor or on behalf of the debtor
(e.g., executor/executrix of debtor’s estate or a NASA Center) and a
ServiceNow case/task is created.

a) Category = Accounts Receivable
b) SubCategory = Waiver Request

2. Waiver requests are only accepted by written request and must include
the debtor's name, BOC number(s), amount(s), and the reason for the
waiver request. If a customer requests a waiver of debt verbally, explain
to the customer that a written request is required or refer the customer to
the NSSC Web site to Frequently Asked Questions (FAQs) on waivers.

3. Upon receipt of the waiver request via ServiceNow, AR L2 will update the
Case from “WAIVER REQUEST” to “HR-Waiver Request” or “FM-Waiver
Request” according to the functional area.

4. AR L2 will update the “Short Description” to “Received Waiver Request”

5. AR L2 will create the “FM-Waiver” Functional Detail within the task

populating the following fields:

a) Center

b) Customer Number

c) Customer Name

d) AR Bill Number

e) Waiver Amount Requested

f) Type of Debt

g) Waiver Request (Over or Under $5000)

h) Close the original task auto created under subcategory “WAIVER
REQUEST".
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6. AR L2 will log into SAP and set the dunning block to “W” on all bills related
to the waiver request.

a) If the request is from a current employee and the debt is being
collected at the DOI, AR L2 will notify the DOI Debt Management point
of contact that the employee is requesting a waiver and to stop further
collections.

b) AR L2 will need to request the bill from DOI Debt Management point of
contact.

c) DOI will need a copy of the waiver request via fax or e-mail.

7. AR L2 will attach backup documentation for the waiver request including:
a) Summary Memo template (Approval/Denial).

i. The following Summary Memo templates can be located in
TechDoc via /[FM/AR/AR Checklists and Templates/\Waiver

Request.

a. Summary Memo Template - Waiver Summary Template OIG
EM.

b. Summary Memo Template - Waiver Summary Template OIG
HR

c. Summary Memo Template - Waiver Summary Template - Over

5K FM

d. Summary Memo Template- Waiver Summary Template - Up to

5K FM

e. Summary Memo Template - Waiver Summary Template - Over

$5K HR

f. Summary Memo Template — Waiver Summary Template — Up
to $5K HR

b) Update Summary Memo.
i. Update current date

ii. Update Summary Memo Sender: “From:” and Receiver: “TO”
according to Functional Area and “Subject” debt reason.

iii. Update introduction paragraph on Summary Memo to include
employee name, Center, Center abbreviation, bill number, amount,
and debt reason.
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iv. Update Summary of employee statement to include date, name of
employee and insert employee statement.

v. Update number of enclosures and ensure all enclosures are listed.

Note: The Summary Memo is a formal letter that must be
accurate. Every effort should be made to review the information

put

into the template and ensure it is correct in content, grammar

and formatting.

c) NSSC

Determination and/or Recommendation forms: (AR L2 will

complete the first three fields with the applicable information).

NSSC Form 0088 - Approval/Denial of Waiver Request (NSSC
Form 0088) if dollar value is $5000 or less.

NSSC Form 0087- Recommendation for Approval/Denial Form
should be included if the waiver request is over $5000.

d) Copy(s) of the BOC(s) and supporting documentation (as applicable).

i.
ii.
iii.
iv.
V.
Vi.

BOC(s) created in SAP.

BOC(s) received from DOI.

Copy(s) of IDR form.

Copy(s) of DOI audits/manual bills.
Copy(s) of FOIA request.

Copy of Last Dunning Letter completed.

e) Waiver Request from Debtor and any supporting documentation
received.

f) ARL2
g) ARL2

will review the supporting documentation for accuracy.

updates the task’s “Work Notes”.

h) Resolve “Waiver Request” task.

STEP 2 — Waivers - Account Maintainer — Request Summary Memo

A. AR L2 will request the Summary Memo template to be completed from the
applicable functional area based on the type of debt. AR L2 will resolve the
task with subcategory “Waiver Request” and create task a new task with the
following information listed below (HR, Travel, etc.). AR L2 will need to




NSSC NSSDG-9200-0007 Version 12.0

Service Delivery Guide Number

Effective Date: January 19, 2022

Expiration Date: January 19, 2024

Page 147 of 270

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Management of Debt Collection

select the Assignment Group and route to that applicable area (See
“Assignment Group” listing below.)

Note: Reference the document Appendix N to view the Management of
Waivers by Debt Type Matrix.

1. Category = Accounts Receivable
2. SubCategory = Functional Area Statement

3. Assignment Groups (choose the applicable group)
a) FM — Accounts Receivable L2

b) FM — Accounts Receivable L3
c) FM — Change of Station L3

d) FM — Domestic Travel L3

e) FM — Foreign Travel L3

f) HR — Benefits Processing L2
g) HR — Benefits Processing L3
h) HR — Payroll L2

i) HR —Payroll L3

j) HR — Personnel Processing L2
k) HR — Personnel Processing L3
I) HR — Training Purchases L3

4. Update the tasks “Short Description” to “FAS/Memo Request”
a) Functional area (Finance or Human Resources) will draft the Summary

Memo

Note: Human Resources will not provide a FAS. FAS information is
included in their Summary Memo.

b) The Summary Memo should include a statement of facts providing an
overview of the debt, the cause of the debt and regulations/policy that
support the debt validity in un-biased terms

c) Supporting documentation to the Summary Memo may include:

i. Copies of SF50 actions.




NSSC
Service Delivery Guide

NSSDG-9200-0007 Version 12.0

Number

Effective Date: January 19, 2022

Expiration Date: January 19, 2024

Page 148 of 270

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Management of Debt Collection

ii. E-mail correspondence. Breakdown of charges/payment.

Timesheets.

iii. Signed service agreements. External Training information. Travel

vouchers.

d) The Summary of Debt should include:

i. Statement of Facts

ii. Summary of Employee Statement

iii. Waiver Analysis

iv. Recommendation for Proper Disposition of Request

Note: This request is time-sensitive and the functional area will have 20

business days to complete

STEP 3 — Waivers — CS Accountant - Assign FAS/Memo Request ServiceNow task to
Travel. This step is for waivers related to a Finance debt only (e.g., Travel).

A. Upon receipt of the FAS/Memo request ServiceNow task, the CS Accountant
will review the task to ensure all applicable documentation is attached and
that the FD Form on the task has been created and complete.

1. If correct, the CS Accountant will assign the ServiceNow task to applicable
POC to complete and attach FAS, Summary Memo, and Supporting

Documentation.

2. Ifiincorrect, the CS Accountant will reassign to L2 for necessary

corrections.

STEP 4 - Waivers — CS Accountant POC (Travel) - Complete and attach FAS,
Summary Memo, and Supporting Documentation.

A. The Summary Memo should include:

1. Statement of Facts
2. Waiver Analysis

3. Recommendation for Proper Disposition of Request
4. Supporting documentation to the functional area statement may include:

a) Copies of SF50 actions.
b) E-mail correspondence.
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c) Breakdown of charges/payment.

d) Timesheets.

e) Signed service agreements.
f) External Training information.

g) Travel vouchers.

Note: The functional area has 20 business days to complete this task.

B. A reminder e-mail will be sent to the group the task is assigned to (FM-
ACCOUNTS RECEIVABLE L3/HR-PAYROLL L2 and FM-ACCOUNTS
RECEIVABLE L2) the 7" business day after the task is created.

Note: E-mail contents: Waiver Action required for “Customer Name” and

Casett.

C.If task remains open on the 14" business day after the task is created, a 2™
reminder e-mail will be sent to the group the task is assigned to.

D.Once all is complete and attached, Travel CS Accountant will reassign
‘FAS/Memo Request” task back to AR CS Accountant.

E. Once AR CS Accountant receives the “FAS/Memo Request” task and
validates the supporting documentation, the AR CS Accountant will resolve
task and create new task “FAS/Memo Approval” in ServiceNow.

STEP 5— Waivers — CS Accountant - FAS and Summary Memo Approval

A. CS Accountant will review the attached FAS and Summary Memo then route

for review and approval.

1. If the information is correct, the CS Accountant will forward the Summary
Memo and FAS via email to the Chief, Financial Management Services

Division for review.

2. The CS Accountant will return the Summary Memo back to L2 or the
functional area dependent on necessary corrections.

Note: Functional area has 3 business days to complete this task.

Note: A reminder e-mail will be sent to the group the task is assigned to
(FM-ACCOUNTS RECEIVABLE L3/HR-PAYROLL L2 and FM-
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ACCOUNTS RECEIVABLE L2) the 2nd business day after the task is
created.

Note: E-mail contents: Waiver Action required for “Customer Name” and
Case#.

3. CS Accountant will ensure the FAS and Summary Memo approved by the

Chief, Financial Management Services Division is attached in the task and
will resolve task.

4. CS Accountant will create a new task with following:

a) Category = Accounts Receivable

b) SubCategory = Waiver Request

c) Assignment Group = FM-Accounts Receivable L3
d) Short Description = “Legal Waiver Memo”

STEP 6 — Waivers —CS Accountant - Legal —~Waiver Memo Review

A. Accounts Receivable L3 routes the Summary Memo, FAS and supporting
documentation (if applicable) to Legal counsel via email for review.

1.

If there are no corrections required, Legal counsel will send concurrence
via e-mail.

If corrections are required, Legal counsel will edit Summary Memo with
requested corrections and send via e-mail for the Summary Memo to be
updated.

B. AR L3 receives concurrence from Legal via e-mail.

1. Attaches the Legal counsel’s concurrence to task with Subcategory:

Waiver Request and Short Description: “Legal-Waiver Memo Review,
updates the task’s “Work Notes” and resolves the task.
AR L3 will create a new task with the following:

a) Category = Accounts Receivable

b) SubCategory = Waiver Request

c) Assignment Group = FM-Accounts Receivable L3
d) Short Description = “FAS/Memo Signature”
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3. Attach the corrected Summary Memo to the task if necessary

STEP 7 — Waivers — CS Accountant —FAS and Summary Memo Signature

A. The “FAS/Memo Signature” ServiceNow task will be assigned to L3.

1. The CS Accountant reviews and validates legal concurrence, Summary
Memo, and then routes to the Chief, Financial Management Services
Division via e-mail using the standard Memo Signature e-mail template.
The template is available in Tech Doc at /[FM/AR/AR Checklists and
Templates/Email Templates.

B. Chief, Financial Management Services Division, receives Summary Memo
and Legal counsel’s concurrence via e-mail.

1. Reviews concurrence and signs the Summary Memo electronically and
routes to CS Accountant via e-mail.

2. CS Accountant receives the Summary Memo electronically signed via e-

mail, attaches to the task, updates the task’s “Work Notes” and resolves
task.

3. CS Accountant creates a new task with the following:
a) Category = Accounts Receivable
b) SubCategory = Waiver Request
c) Assignment Group = FM-Accounts Receivable L2
d) Short Description = “AR Package Compile”

STEP 8 — Waivers — Account Maintainer — Accounts Receivable Compile Package

A. AR L2 receives the signed Summary Memo via ServiceNow from Accounts
Receivable L3 or Human Resources L3 and will compile the Waiver Request
Package for AR L3 review. The package should be in PDF format and
organized as follows:

1. Summary Memo signed by the Chief, Financial Management Services
Division.
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. Legal counsel’'s concurrence.

. Approval/Denial of Waiver Request (NSSC Form 0088) if the dollar value

is $5000 or less. If over $5000, NSSC Form 0087 should be included
instead.

. Copy(s) of the BOC and supporting documentation (as applicable).
. Waiver Request from Debtor and any supporting documentation received.

. Divider Pages—the divider pages should be located before each

enclosure section with the title for each enclosure (e.g., titted BOCs for
bills). Divider page templates are located in Tech Doc at /FM/AR/AR
Checklists and Templates/Waiver Request.

. AR L2 redacts all Personally Identifiable Information (PIl) in the combined

package (e.g., employee home address, social security number, employee
personal phone number, financial/bank information).

. AR L2 attaches the package to the Functional Detail FM Waiver

attachment tab, updates the task’s “Work Notes”,route task to supervisor
or designee to review, after the supervior review complete route task back
to Account Maintanerand Account Maintainer resolves the task with Short
Description- AR Package Complete.

. AR L2 creates a new task with the following and routes to AR L3 via

ServiceNow:

a) Category = Accounts Receivable

b) SubCategory = Waiver Request

c) Assignment Group = FM-Accounts Receivable L3
d) Short Description = “AR Package Review”

STEP 9 — Waivers — CS Accountant — Accounts Receivable Package Review

A. AR L3 receives the waiver package via ServiceNow.
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1. AR L3 reviews waiver package for accuracy. If waiver package needs
correction, L3 will return task to L2 for corrections. L3 sends waiver
package to AR L3 Lead via ServiceNow.

2. The CS Lead then reviews the package.

a) If the package is correct, the CS Lead will route the waiver package to
the Chief, Financial Services Branch, for review and approval.

b) If package is incorrect, the CS Lead will return the task to the CS
Accountant for corrections.

c) AR CS Lead will update the task’s “Work Notes” and reassigns the
task to the CS Accountant once approved by Chief, Financial Services
Branch.

3. The CS Accountant will review and resolve task with Short description-AR
Package Review and create a new task with the following:

a) Category = Accounts Receivable

b) SubCategory = Waiver Request

c) Assignment Group = FM-Accounts Receivable L2
d) Short Description = Waiver Decision

STEP 10 — Waivers — Account Maintainer — Waiver Decision

A. AR L2 receives the task with Short Description-Waiver Decision.

1. AR L2 routes Waiver Package and the NSSC Form 0088 to the Executive
Director via encrypted e-mail using the standard waiver decision e-mail.
Template is available in Tech Doc at /FM/AR/AR Checklists and
Templates/Email Templates.

Note: If the waiver request dollar value is over $5000.00, attach both the
NSSC Form 0088 and NSSC Form 0087. The Executive Director can
choose to deny waiver or recommend it for approval.

2. AR L3 is copied on the e-mail.

3. AR L2 updates the task’s “Work Notes” with the e-mail send date.
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4. AR L2 will populate the date the e-mail was submitted to the Executive
Director in the “FM-Waiver” FD.

5. AR L2 receives the Approval/Denial of Waiver Request from the
Executive Director via ServiceNow.

6. AR L2 will upload the signed, completed waiver package into TechDoc.

a) Auto-upload folder on the shared drive: N:\Document Imaging\ FM —
Direct Receivables saved as: Waiver~Original BOCH#, e.g.,
Waiver~1800001234.

b) Update the task’s “Work Notes” and resolves the task with Short
Description -Waiver Decision.

7. AR L2 creates a new task with the following:

a) Category = Accounts Receivable

b) SubCategory = Waiver Request

c) Assignment Group = FM-Accounts Receivable L2
d) Short Description = Notify Employee

Note: Waiver packages for OIG employees must be submitted to the
Inspector General for review and approval. These packages are not
routed to the NSSC Executive Director. OIG employees can be identified
by their Center/Org Code — HQ/Wxxx (organization code begins with “W”).
Account Maintainer will route the Waiver Package and the NSSC Form
0088 to the Inspector General via encrypted e-mail using the standard
waiver decision e-mail template available in Tech Doc at /[FM/AR/AR
Checklists and Templates/Email Templates.

Note: If waiver package is over $5,000 the NSSC Executive Director’s
recommendation along with the waiver package will be sent via email to
the MSD AA for review and approval. Email template is located in Tech
Doc at /FM/AR/AR Checklists and Templates/Email templates.

STEP 11 — Waivers — Account Maintainer — Notify Employee

A. AR L2 notifies the debtor of the decision and copies L3 using one of the
following letter templates as applicable.



NSSC NSSDG-9200-0007 Version 12.0

Service Delivery Guide Number

Effective Date: January 19, 2022

Expiration Date: January 19, 2024

Page 155 of 270

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Management of Debt Collection

1. The following templates can be located in Tech Doc at /FM/AR/AR
Checklists and Templates/Email templates.

a) Notification of Waiver Determination- ZCOM Debts Approved.

b) Notification of Waiver Determination—Disapproved.

c) Notification of Waiver Appeal Determination—Disapproved.

d) Notification of Waiver Determination—ZEPY Debts Approved.

Note: Email can be sent rather than a hard copy letter for current employees.
Chose appropriate verbiage from one of the four determination letters listed
above and issue via email.

B. AR L2 populates “FM-Waiver” FD within the task.
1. Determination.
2. Amount to be waived.
3. Date of Determination (date approval form was signed).
4. Date Determination sent to Customer.
5. Date Determination sent to DOI (as applicable).

6. IRS 1099C Form Required. Click “Yes” if waiver approved and debt is
over $600.00 or “No” if waiver disapproved.

STEP 12 — Waivers — Account Maintainer — Receives Approval of Waiver

A. AR-AM completes F-30 against the debt(s) in SAP using Document Type
WYV (see “Process 7: Write-Offs” for steps) with slight variations listed below.

. Doc Date = Date of Waiver Approval/Determination

. Doc Type = WV

. Clearing Text

. “Waived per (NSSC) Executive Director (NAME)”

. “Waived per DOI Waiver Report (Date)”

AaAbhwWN -
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6. Text
7. “Waived per (NSSC) Executive Director (NAME)”
8. “Waived per DOI Waiver Report (Date)”

B. AR AM attaches the complete waiver request package to the WV posting
documents in SAP.

C. AR AM notifies DOI of the approval of the debt (only applicable for ZEPY
debts).

1. AR L3 is copied on the e-mail to DOI.

D. AR AM updates the TROR Write-offs, currently not collectable (CNC) and
Closed debt schedule.

E. AR AM updates the waived debt spreadsheet for 1099C purposes on shared
drive: N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\1099-C

F. AR AM notates the WV posting documents within the task’s “Work Notes” and
resolves the task and closes the case.

STEP 13 — Waivers — Account Maintainer — Receives Denial of Waiver Request

A. AR AM adjusts the debt(s) “BLINE” date in FBL5N by subtracting the time
period between the initial request for the waiver and notice of denial (e.g., If
debtor requests waiver when debt has aged 35 days and the waiver request
is denied, the “BLINE” date will be forwarded to put the age of the debt back
to 35 days old).

1. “Waiver & Dispute Denied — BLINE DATE CALCULATOR”: N:\FM
Division\Accounts Payable_Accounts Receivable\Accounts

Receivable\Training\JOB AIDS\FED-DEBT, WRITE-OFFS & WAIVERS

B. AR AM removes “W” the dunning block from the debt(s) in SAP.
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C. AR AM attaches the completed denied waiver package to the billing

D.

document in SAP.

AR AM Notifies DOI of the disapproval of the debt (only applicable for ZEPY
debts).

1. AR L3 is copied on the e-mail to DOI

STEP 14— Waivers — Account Maintainer —Reconsideration of Denied Waiver

Note: If the debt waiver request is denied by the NSSC Executive Director, the debtor
has a right to request a reconsideration which will be reviewed by the Associate
Administrator for Mission Support Directorate.

A.

The reconsideration would start the waiver process over and the
documentation within the package would change slightly.

1. Select the Waiver Reconsideration Cover Letter

2. Include the Waiver Approval/Denial form with the NSSC Executive
Director’s decision (NSSC Form 0088)

3. Include a new NSSC Form 0088 for the reconsideration determination

Route the waiver package for review and signature. Refer to the previous
process on Step 3 through Step 9, if applicable.

Once the waiver package is complete, send the waiver request to the
Associate Administrator for Mission Support Directorate (email to MSD
Administrative Specialist). Email template is located in Tech Doc at
/FM/AR/AR Checklists and Templates/Email templates.

. AR L2 is copied on the e-mail.

1. AR L2 will use the applicable waiver e-mail template located in Tech Doc.

. AR L2 will upload the signed, completed waiver package into TechDoc.
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F. AR L2 will then proceed with processing the determination as listed in steps
above (see “STEP 10 — Waiver Approved” or “STEP 11 — Waiver Denied”).

Pending Waiver Note: If the debt(s) age to over 150-days before a
determination is made, AR L2 will write-off the debt(s) in SAP notating the write-
off documents in the task.

1. The debt(s) will not be referred to Treasury.
2. Upon determination of approval, AR L2 will reverse the write-off
documents using reversal code “Y9 - OCFO guidance.”
a) NPR 9610.1A.5.7.1 will be referenced within the attachments for this
reversal.

Note: The CS Accountant team will review the performance measure report to
monitor the progress of waivers on a weekly basis.
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PROCESS 11 — WAIVER WORK FLOW PROCESS

This work flow process in SNOW has been created to effectively track and ensure
waiver requests are completed in a timely manner. Tasks, short descriptions, and
statuses are auto created and populated. A stage field is available for real time
statuses and elapsed day’s counter are available on the Case. Auto e-mails and tasks
are color coded to ensure tasks are completed within an appropriate time frame.

STEP 1. Waivers — Account Maintainer - Process Waivers requested by customer

A. Customer requests a Waiver for a Debt

1. A waiver request is received from the debtor or on behalf of the debtor

(e.g., executor/executrix of debtor’s estate or a NASA Center) and a
ServiceNow case/task is created.

a) Category = Accounts Receivable
b) SubCategory = Waiver Request

. Waiver requests are only accepted by written request and must include

the debtor's name, BOC number(s), amount(s), and the reason for the
waiver request. If a customer requests a waiver of debt verbally, explain
to the customer that a written request is required or refer the customer to
the NSSC Web site to Frequently Asked Questions (FAQs) on waivers.

. Upon receipt of waiver request via ServiceNow, the Account Maintainer

will update the case from “WAIVER REQUEST” subcategory to “HR-
Waiver Request” or “FM-Waiver Request” according to the functional area
and select save or update. Once “save” or “update” is selected the
“‘Received Waiver Request” work flow process will begin.

Note: If you choose the wrong SubCategory, all tasks will have to
manually closed. When closing the case choose “Cancel” not “Closed
Complete”.

Note: If the debt is determined to be invalid during the waiver process;
do not change the SubCategory and closed all remaining tasks.

a) Auto FD FM Waiver tab is created.

b) Description is populated in Short Description “Received Waiver
Request”.

c) Stage field on Case will be updated to “Received Waiver Request”.
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d) Close the original task created created under the case labeled
‘WAIVER REQUEST".

Note: AR L2 has 3 business days to complete this task.

. Account Maintainer will complete the FD FM Waiver within the task

populating the following fields:

a) Center

b) Customer Number

c) Customer Name (will be auto-populated)

d) AR Bill Number

e) Waived Amount Requested

f) Type of Debt (select one of the below from the drop down menu)
i. NASA employee-DOI debt
i. NASA employee-Non-DOI debt
iii. NON-NASA employee debt

g) Waiver Request (Over or Under $5000)

Note: a) If at any point during this workflow process you discover you
have selected the wrong subcategory, the case will need to be resolved
and re-created manually.

b) If at any point during this workflow process you discover you
have resolved a task before a process is completed, put the next task in
pending and then re-open the previous task.

. Account Maintainer will log into SAP and set the dunning block to “W” on

all bills related to the waiver request.

a) If the request is from a current employee and the debt is being
collected by Department of Interior (DOI), the Account Maintainer will
notify the DOI Debt Management point of contact that the employee is
requesting a waiver and to stop further collections.

b) Account Maintainer will need to request the bill from DOI Debt
Management point of contact.

c) DOI will need a copy of the waiver request via fax or e-mail.

. Account Maintainer will attach backup documentation for the waiver

request including:
a) Summary Memo template (Approval/Denial).
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i. The following Summary Memo templates can be located in
TechDoc via /[EM/AR/AR Checklists and Templates/Waiver

Request.

a. Summary Memo Template - Waiver Summary Template OIG
EM.

b. Summary Memo Template - Waiver Summary Template OIG
HR

c. Summary Memo Template - Waiver Summary Template - Over
$5K FM

d. Summary Memo Template- Waiver Summary Template - Up to
$5K FM

e. Summary Memo Template - Waiver Summary Template - Over
$5K HR

f. Summary Memo Template — Waiver Summary Template — Up
to $5K HR

b) Update Summary Memo.
i. Update current date
ii. Update Summary Memo Sender: “From:” and Receiver: “TO”
according to Functional Area and “Subject” debt reason.

iii. Update introduction paragraph on Summary Memo to include
employee name, Center, Center abbreviation, bill number, amount,
and debt reason.

iv. Update summary of employee statement to include date, name of
employee and insert employee statement.

v. Update number of enclosures and ensure all enclosures are listed.

Note: The Summary Memo is a formal letter that must be
accurate. Every effort should be made to review the information
put into the template and ensure it is correct in content, grammar
and formatting.

c) NSSC Determination and/or Recommendation forms: (AR L2 will
complete the first three fields with the applicable information).

i. NSSC Form 0088 - Approval/Denial of Waiver Request Form
should be included in Waivers (regardless of dollar amount).
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i. NSSC Form 0087- Recommendation for Approval/Denial Form
should be included if the waiver request is over $5000.

d) Copy(s) of the BOC(s) and supporting documentation (as applicable).

i. BOC(s) created in SAP.
ii. BOC(s) received from DOI.
iii. Copy(s) of IDR form.
iv. Copy(s) of DOI audits/manual bills.
v. Copy(s) of FOIA request.
vi. Copy of Last Dunning Letter completed.

e) Waiver Request from Debtor and any supporting documentation
received.

f) AR L2 will review the supporting documentation for accuracy.
g) AR L2 updates the task’s “Work Notes”.

h) Resolve “Waiver Request” task.

STEP 2 — Waivers — Account Maintainer - Request FAS and Summary Memo

A.

B.

Auto creation of “FAS/Memo Request” task is created.
Description is populated in Short Description “FAS/Memo Request”.
Stage field on Case will be updated to “FAS/Memo Request”.

Task is auto routed to FM-ACCOUNTS RECEIVABLE L3 or HR-PAYROLL
L2.

Note: If this is a Human Resources waiver, the HR POC’s will be managing the
FAS/Memo Approval, Legal Review and FAS/Memo Signature. A task will be returned
to the Account Maintainer to finish the process after these tasks are complete.

STEP 3 — Waivers — CS Accountant - Assign FAS/Memo Request ServiceNow task to
applicable POC to complete and attachSummary Memo and Supporting
Documentation. (Applies to FMD waiver requests only)
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STEP 4 - Waivers — CS Accountant POC (i.e., Travel) - Complete and attach
Summary Memo and Supporting Documentation.

A. The Summary Memo should include:

1

2.
3.
4,

Statement of Facts

Waiver Analysis

Recommendation for Proper Disposition of Request

Supporting documentation to the functional area statement may include:

a) Copies of SF50 actions.

b) E-mail correspondence.

c) Breakdown of charges/payment.
d) Timesheets.

e) Signed service agreements.

f) External Training information.

g) Travel vouchers.

Note: The functional area has 20 business days to complete this task.

B. A ServiceNow reminder e-mail is sent to the group the task is assigned to
(FM-ACCOUNTS RECEIVABLE L3/HR-PAYROLL L2 and FM-ACCOUNTS
RECEIVABLE L2) the 7" business day after the task is created.

Note: E-mail contents: Waiver Action required for “Customer Name” and
Casett.

C. If task remains open on the 14" business day, after the task is created a 2"
ServiceNow reminder e-mail is sent to the group the task is assigned to.

D. Resolve “FAS/Memo Request” task once all is complete and attached.

STEP 5— Waivers — CS Accountant - FAS and Summary Memo Approval

A. If the waiver package is related to Finance, the Chief, Financial Management
Services Division, reviews the Summary Memo. CS Accountant will route the
drafted Summary Memo via e-mail.

1.

Auto creation of “FAS/Memo Approval” task is created.

2. Description is populated in Short Description “FAS/Memo Approval”.
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3. Stage field on Case will be updated to “FAS/Memo Approval’.

4. Task is auto routed to FM-ACCOUNTS RECEIVABLE L3

Note: If the package is incorrect, the Chief, Financial Management
Services Division, will send the Summary Memo back to CS Accountant
for corrections or the FMSD Chief may work directly with the functional
area.

Note: Functional area has 3 business days to complete this task.

Note: A ServiceNow reminder e-mail is sent to the group the task is
assigned to (FM-ACCOUNTS RECEIVABLE L3/HR-PAYROLL L2 and
FM-ACCOUNTS RECEIVABLE L2) the 2nd business day after the task is
created.

Note: E-mail contents: Waiver Action required for “Customer Name” and
Case#.

B. Summary Memo approved by FM/HR Chief is attached in the task; Human
Resources L2/CS Accountant resolve task.

STEP 6 — Waivers — CS Accountant — Legal -Summary Memo Review

A. CS Accountant routes the Summary Memo to Legal counsel via email for
review and concurrence. Email template is located in Tech Doc at /FM/AR/AR
Checklists and Templates/Email templates.

1. Auto creation of “Legal-Waiver Memo Review” task is created.

a) Description is populated in Short Description “Legal-Waiver Memo
Review”.

b)  Stage field on Case will be updated to “Legal-Waiver Memo
Review”.

c) Taskis auto routed to FM-ACCOUNTS RECEIVABLE L3.

d) Legal reviews and edits/accepts Summary Memo and routes via e-
mail to L3.
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Note: Legal will work out any Summary Memo changes with the appropriate branch
POC and/or FMD Chief. Once the Summary Memo is final, Accounts Receivable L3 —
Accountant attaches concurrence email from legal, notates legal concurrence in work
notes then resolves task “Legal-Waiver Memo Review”.

STEP 7 — Waivers — CS Accountant — FAS and Summary Memo Signature

A. CS Accountant receives the auto generated task with Short Description-
“‘FAS/Memo Signature”.

1. Auto creation of “FAS/Memo Signature” is created.

a) Description is populated in Short Description “FAS/Memo
Signature”.

b) Stage field on Case will be updated to “FAS/Memo Signature”.

c) Task is auto routed to FM-ACCOUNTS RECEIVABLE L3

2. Request FMD Chief sign Summary Memo via e-mail using the standard
Memo Signature e-mail template. The template is available in Tech Doc at
/FM/AR/AR Checklists and Templates/Email Templates.and attach it to
the Functional Detail FM Waiver attachment tab.

3. Resolve the “FAS/Memo Signature” task.

STEP 8 — Waivers — Account Maintainer - AR Package Compile

A. Account Maintainer receives the signed Summary Memo via ServiceNow
from CS Accountant or Human Resources L3 and will compile the Waiver
Request Package for AR L3 review.

1. Auto creation of “AR Package Compile” is created.

a) Description is populated in Short Description “AR Package Compile”.
b) Stage field on Case will be updated to “AR Package Compile”.

c) Task is auto routed to FM-ACCOUNTS RECEIVABLE L2.

2. The package should be in PDF format and organized as follows:

a) Summary Memo signed by the Chief, Financial Management
Services Division or NSSC HR Director
b) Legal counsel's concurrence.
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c) Approval/Denial of Waiver Request (NSSC Form 0088)

d) Copy(s) of the BOC and supporting documentation (as applicable).

e) Waiver Request from Debtor and any supporting documentation
received.

f) Supporting documentation.

Note: Divider Pages—the divider pages should be located before
each enclosure section with the title for each enclosure (e.g., titled
BOC:s for bills). Divider page templates are located in TechDoc.

3. Account Maintainer redacts all Personally Identifiable Information (PII) in
the combined package (e.g., employee home address, social security
number, employee personal phone number, financial/bank information).

4. Account Maintainer attaches the package to the Functional Detail FM
Waiver attachment tab, updates the task’s “Work Notes”, route task to
supervisor or designee to review, after the supervisor review route task
back to Account Maintainer and resolves the task with Short Description-
AR Package Complete.

STEP 9- Waivers — CS Accountant - Accounts Receivable Package Review

A. CS Accountant receives the waiver package via ServiceNow.

1. Auto creation of “AR Package Review” is created.
2. Description is populated in Short Description “AR Package Review”.
3. Stage field on Case will be updated to “AR Package Review”.

4. Task is auto routed to FM-ACCOUNTS RECEIVABLE L3.
B. CS Accountant reviews waiver package for accuracy.
1. If waiver package needs correction, CS Accountant will return task to

Account Maintainer for corrections. If the waiver package is correct, the
CS Accountant will send the package to CS Lead via ServiceNow.
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2. If the package is correct, CS Lead will email the package for final
concurrence by the Chief, Financial Services Branch. Once Chief concurs,
AR Lead will update the task “Work Notes” and resolve the task.

STEP 10— Waivers — Account Maintainer - Waiver Decision

A. Account Maintainer receives the task with Short Description-Waiver
Decision.
1. Auto creation of “Waiver Decision” is created.

Note: Waiver packages for OIG employees must be submitted to the
Inspector General for review and approval. These packages are not
routed to the NSSC Executive Director. OIG employees can be identified
by their Center/Org Code — HQ/Wxxx (organization code begins with “W”).
Account Maintainer will route the Waiver Package and the NSSC Form
0088 to the Inspector General via encrypted e-mail using the standard
waiver decision e-mail template available in Tech Doc at /[FM/AR/AR
Checklists and Templates/Email Templates.

2. Description is populated in Short Description “Waiver Decision”.
3. Stage field on Case will be updated to “Waiver Decision”.
4. Task is auto routed to FM-ACCOUNTS RECEIVABLE L2.

5. Account Maintainer routes the Waiver Package and the NSSC Form 0088
to the Executive Director via encrypted e-mail using the standard waiver
decision e-mail template available in Tech Doc at /FM/AR/AR Checklists
and Templates/Email Templates.

Note: If waiver amount is over $5,000.00, only email NSSC Form 0087 to
the Executive Director. The Executive Director will meet with the
Associate Administrator to discuss the waiver request and will obtain
approval/denial of the waiver.

6. CS Accountant is copied on the e-mail.

) 13

7. Account Maintainer updates the task’s
date.

Work Notes” with the e-mail send
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8. Account Maintainer will populate the date the e-mail was submitted to the
Executive Director in the “FM-Waiver” FD.

9. The NSSC Executive Director will submit the completed applicable
Approval/Denial Waiver Form via NSSC@nasa.gov.

10.Account Maintainer receives the Approval/Denial of Waiver Request from
the Executive Director via Document Imaging.

11. Account Maintainer will upload the signed, completed waiver package into
TechDoc.

a) Auto-upload folder on the shared drive: N:\Document Imaging\ FM —
Direct Receivables saved as: Waiver~Original BOCH#, e.g.,
Waiver~1800001234.

b) Update the task’s “Work Notes” and resolve the task with Short
Description -Waiver Decision.

Note: If the waiver package is over $5,000 and the NSSC Executive Director is
recommending approval, the recommendation NSSC Form 0087 along with the waiver
package will be sent via email to the MSD AA for review and final decision.

STEP 11— Waivers — Account Maintainer — Notify Employee

A. Account Maintainer notifies the debtor of the decision and copies L3 using
one of the following letter templates as applicable.

1. Auto creation of “Notify Employee” is created.

2. Description is populated in Short Description “Notify Employee”.

3. Stage field on Case will be updated to “Notify Employee”.

4. Task is auto routed to FM-ACCOUNTS RECEIVABLE L2.

5. The following templates can be located in TechDoc at templates are

located in Tech Doc at /[EM/AR/AR Checklists and Templates/Waiver
Request.
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Notification of Waiver Determination- ZCOM Debts Approved.
Notification of Waiver Determination—Disapproved.
Notification of Waiver Appeal Determination—Disapproved.
Notification of Waiver Determination—ZEPY Debts Approved.

Note: Email can be sent rather than a hard copy letter for current
employees. Chose appropriate verbiage from one of the four
determination letters listed above and issue via email.

6. Account Maintainer populates “FM-Waiver” FD within the task.

a)
b)
c)
d)
e)

f)

¢))

Determination.

Amount to be waived.

Date of Determination (date approval form was signed).

Date Determination sent to Customer.

Date Determination sent to DOI (as applicable).

IRS 1099C Form Required. Click “Yes” if waiver approved and debt
is over $600.00 or “No” if waiver disapproved.

AR L2 Updates the task’s “Work Notes” and resolves the task. The
“Stage” filed in the Case changes to “Complete”.

7. Account Maintainer notifies Center POC'’s using the Center POC Listing.

Note: The CS Accountant team will review the performance measure report to
monitor the progress of the waivers on a weekly basis.
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PROCESS 12 - DEBT HEARING PROCESS

STEP 1. Debt Hearings — Account Maintainer — Debt hearings are requested by customer

A. Customer requests a Debt Hearing
1. A debt hearing request is received from the debtor or on behalf of the debtor
(e.g., executor/executrix of debtor’'s estate or a NASA Center) and a ServiceNow
case/task is created.

a) Category = Accounts Receivable
b) SubCategory = Debt Dispute

2. Debt Hearing requests are only accepted by written request and must include
the debtor’'s name, BOC number(s), amount(s), and the reason for the debt
hearing. If a customer requests a debt hearing verbally, explain to the customer
that a written request is required.

3. Account Maintainer will complete the FD within the task populating the following
fields:
a) Center
b) Customer Number
c) Customer Name (will be auto-populated)
d) AR Bill Number
e) Debt hearing Amount Requested
4. Account Maintainer will log into SAP and set the dunning block to “W” on all bills
related to the debt hearing request.
a) If the request is from a current employee and the debt is being collected
by Department of Interior (DOI), the Account Maintainer will notify the DOI
Debt Management point of contact that the employee is requesting a debt
hearing and to stop further collections.
b) Account Maintainer will need to request the bill from DOI Debt
Management point of contact.
c) DOl will need a copy of the debt hearing request via fax or e-mail.

5. Account Maintainer will attach backup documentation for the debt hearing
request including:
a) Debt Hearing Acknowledgement of Receipt Template

i. The following Summary Memo templates can be located in TechDoc
via
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b) Update Summary Memo.

ii. Update current date

iii. Update Summary Memo Sender: “From:” and Receiver: “TO”
according to Functional Area and “Subject” debt reason.

iv. Update introduction paragraph on Summary Memo to include
employee name, current/former employee, Center, Center
abbreviation, bill number, amount, and debt reason.

v. Update Statement of Facts to provide a summary of events causing
the debt.

vi. Update summary of employee statement to include date, name of
employee and insert employee statement.

vii. Update number of enclosures and ensure all enclosures are listed.

Note: The Summary Memo is a formal letter that must be accurate. Every effort should be
made to review the information put into the template and ensure it is correct in content,
grammar and formatting.

c) Copy(s) of the BOC(s) and supporting documentation (as applicable).
i. BOC(s) created in SAP.
i. BOC(s) received from DOI.
iii. Copy(s) of IDR form.
iv. Copy(s) of DOI audits/manual bills.
v. Copy(s) of FOIA request.
vi. Copy of Last Dunning Letter completed.

d) Debt Hearing Request from Debtor and any supporting documentation
received.

e) AR L2 will review the supporting documentation for accuracy.

f) AR L2 updates the task’s “Work Notes”.

g) AR L2 will assign the task to AR L3

STEP 2 — Debt Hearings — CS Accountant POC (i.e., Travel) — Debt Validation

A. CS Accountant will route the task to the appropriate functional area for debt
validation.

1. Debt validation is the first official step in the hearing process. The NSSC must
perform the validation once the customer submits a timely request regarding the
debt (e.g., a dispute, debt inquiry, hearing).
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2. Debt validation is the informal reexamination of the customer’s records by the NSSC
to validate the existence and amount of the debt to satisfy any doubt the customer
may have regarding the amount or validity of the debt.

B. The functional area related to the debt will perform the debt analysis.

1. Update summary memo

a) Update Debt analysis
b) Update Recommendation for Proper Disposition of Request

C. The functional area related to the debt will assign task to AR L2

STEP 3 - Debt Hearings — Account Maintainer — Debt Validation is Reviewed and
Package is Combined

A. Account Maintainer receives the signed Summary Memo via ServiceNow from CS
Accountant or Human Resources L3 and will compile the Debt Hearing Request
Package for AR L3 review.

1. Enter in work notes “AR package compiled”

2. The package should be in PDF format and organized as follows:

a) Summary Memo-including Debt Analysis
b) Copy(s) of the BOC and supporting documentation (as applicable).
c) Debt Hearing Request from Debtor and any supporting documentation
received.
3. Account Maintainer attaches the package to task, updates the task’s “Work
Notes” and assigns task to AR L3 to email to legal for review.

STEP 4 — Debt Hearings — CS Accountant — Validation Results and Summary Memo to
Legal for Review

A. CS Accountant emails the Summary Memo and validation results to Legal counsel
via email for review and concurrence.

1. Updates the work notes in the task
2. Legal reviews and edits/accepts Summary Memo and routes via e-mail to L3.
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Note: Legal will work out any Summary Memo changes with the appropriate branch POC.
Once the Summary Memo is final, Accounts Receivable L3 — Accountant attaches
concurrence email from legal, notates legal concurrence in work notes.

STEP 5 —

Debt Hearings — CS Accountant-Notify Employee of Debt Validation Results

A. The NSSC will issue the written results of the debt validation to the customer via
certified mail or overnight mail.

1.

The NSSC should issue written results of the debt validation via certified mail or
overnight mail to the customer within 15 days of receipt of the dispute, debt
inquiry or hearing request. If the NSSC needs additional time to investigate the
debt, the NSSC should advise the customer of the delay in writing and include an
estimate of when the customer can expect a final determination.

If the NSSC determines all or part of the debt is invalid, then the debt validation
letter must inform the customer of the finding, and the NSSC must take action to
adjust or dismiss the debt.

If the debt validation supports all or part of the debt, then the validation letter
must inform the customer of the finding. The NSSC must inform the customer
that he or she has 15 days from the date of the receipt of the validation letter to
inform the NSSC of his or her intent to continue with a formal hearing before a
hearing official.

Note: The CFR requires the formal hearing petition be received by NASA on or before the
15th day from the date they receive the reconsideration letter.

B. The NSSC will issue instructions to the employee in the validation letter as to how to
request a formal hearing.

1.

Notify of your intent in writing by faxing or mailing your request to the
following:

Employee Assistance Fax Number 1-866-779-NSSC

NSSC Customer Service email: nssc-contactcenter@nasa.gov
Mail: NASA Shared Services Center (NSSC)

Attn: Accounts Receivable
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a) Include customer information (name, bill number, phone, email, mailing
address)

b) Include summary of how the employee became aware of overpayment

c) Include the reason for requesting a hearing (debt is invalid and/or amount
is not correct) with facts and supporting documentation

C. The NSSC will review the facts and supporting documentation and contact the
employee to validate their request for a formal hearing.

1. This will be a final effort to attempt to answer any questions and resolve the
matter prior to a hearing official becoming involved.

2. The NSSC will notify the employee with the name/Agency of the hearing
official.

D. AR L3 will update work notes and attach notification to employee to ServiceNow
Case

STEP 6 — Debt Hearings- CS Accountant- Completeness and Timeliness of Debt
Hearing

A. For incomplete hearing petitions, the NSSC should take the following actions:

1. The NSSC must retain and identify as incomplete any hearing petitions that
do not contain the required information.

2. The NSSC must notify the customer in writing that his or her hearing petition
was incomplete, and request that the customer submit additional information
within 15 days from the date of the written notice of insufficiency.

3. The NSSC must advise the customer that if he or she fails to submit
additional information within 15 days of the written notice of insufficiency, the
hearing request will be denied.

B. For untimely submission of hearing petitions, the NSSC should take the following
actions:
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1. A customer waives his or her right to a hearing if the customer fails to file a

formal hearing petition within 15 days from the date of receipt of the
reconsideration letter. An untimely petition will result in denial of the hearing
request.

a) The NSSC must notify the customer in writing of the denial, if the
customer files a hearing petition after the time expires.

The NSSC may accept a late petition if the customer can show that the delay
was due to circumstances beyond the customer’s control. The NSSC should
consult with its Counsel to the Executive Director regarding the acceptance of
late petitions.

The timely filing of the petition will stay the commencement of collection; and
the final decision on the hearing will be issued at the earliest practicable date,
but not later than 60 days after the filing of the petition requesting the hearing
unless the employee requests and the hearing official grants a delay in the
proceedings.

STEP 7 — Debt Hearing — CS Accountant - NSSC refers hearing request to the hearing

official

A. Atfter performing a validation of the debt, and at the customer’s request to
proceed with a formal hearing, the NSSC will refer the formal hearing request to
the Department of Interior Office of Hearings and Appeals who hears requests for
NASA.

Note: NASA'’s hearings will initially be paper hearings with the appropriate
documentation being forwarded to the hearing official.

B. NSSC AR L3 will forward a hearing request package to the hearing official for a
decision. The hearing request package will contain the bill of collection,
employee’s documented request for a hearing, reason for hearing, supporting
documentation and NASA'’s Functional Area Statement with supporting
documentation.

C. Notice of the name and address of the hearing official will be sent to the
employee within 10 days of receipt of valid petition.
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D. Update works notes on ServiceNow case

STEP 8 — Debt Hearings — DOI Hearing Official — Review of Hearing Package

A. Hearing Official will review the paper hearing package, render a final decision
and notify the appropriate parties.

1. An oral hearing may be granted if the hearing official, with the advice and
guidance of the NSSC Counsel to the Executive Director, determines that the
matter cannot be resolved by a review of the documents alone. For example,
if the validity of the debt turns on an issue of credibility or veracity, then an
oral hearing may be necessary. Since payroll overpayments seldom present
issues of credibility or veracity, the need for oral hearings will be extremely
rare.

Note: An oral hearing is not an adversarial adjudication or a trial-type evidentiary
hearing. An oral hearing may include an informal conference with the hearing
official where the customer and agency representative (e.g., the NSSC
Functional Area to which the debt pertains) are both given the opportunity to
present documents, witnesses, and arguments. Alternatively, oral hearings may
take the form of an informal meeting where the customer and NSSC are
questioned by the hearing official. The hearing may also consist of formal written
submissions by the parties with an opportunity for oral presentation to the
hearing official.

B. The hearing official must issue a written decision on the merits of the dispute
within 60 calendar days after the filing of the hearing petition by the employee.
The final decision must be in writing and detail the hearing official’s findings and
conclusions.

1. The facts purported to evidence the nature and origin of the alleged debt

2. The respective positions of NASA and of the employee

3. The hearing official’s analysis (which address the employee’s/agency’s
grounds, the amount and validity of the alleged debt and repayment schedule
(if applicable)

4. The hearing official’s findings and conclusions
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C. The hearing official will notify the employee and the appropriate parties of the
decision.

D. The decision of the hearing official shall constitute the Final Administrative
decision of the agency.

E. Final Decision in Favor of the NSSC. If the final decision upholds the validity and
amount of the debt (in full or in part) or the involuntary repayment schedule, then
the NSSC must recommence collection action after sending the customer a letter
that includes the following:

1. A brief statement of the hearing official's final decision;

2. Arequest that the customer repay the debt in full within 15 calendar days
following the date of the letter, a request for authorization for a voluntary one-
time offset to repay the debt, or agreement to pay the debt in regular
installments pursuant to a voluntary repayment agreement;

3. A statement that a salary offset will begin with the pay period in which the
deadline expires unless the customer informs the NSSC of his or her
decision. The letter must be specific as to the pay period in which the offset
will occur;

4. The amount of the offset and its estimated duration that will be equal to the
amount of the debt, or 15 percent of the customer's disposable pay,
whichever is less;

5. A statement regarding the assessment of interest, administrative expenses,
and penalties; and

6. A reminder of the customer's right to request waiver or remission of the debt.

F. Final Decision in Favor of the Customer. If the hearing official's final decision
finds in favor of the customer and determines a portion or all of the debt is
invalid, then the NSSC must inform the customer as to what portion of the debt is
no longer considered valid. Any amount previously collected on the invalid debt
must be refunded to the customer. If the hearing official reduces the amount of
the debt, then the NSSC must issue a letter to inform the customer, and begin
collection action for the new amount.

G. Appeal of Final Determination. There are no provisions for review or appeal of
debt determination decisions rendered with regard to salary or administrative
offset. However, customers may exercise any other waiver, remission, or review
right that may be provided by other statute or regulation with regard to the debt.
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STEP 9- Debt Hearings — CS Accountant — Notify Employee

A. CS Accountant notifies the debtor of the decision using one of the following letter
templates as applicable: “Post Hearing Determination_Favor_Customer” or “Post

Hearing Determination_Favor_NASA”

1. AR L3 updates work notes and attaches determination letter into ServiceNow
2. AR L3 assigns AR L2 to either begin collection or to cancel the

partial/complete debt

B. Account Maintainer includes the following information in the worknotes within the

task.

Determination.

IRS 1099C Form Required.

OO R LN~

Amount to be cancelled (if debt is determined invalid)
Date of Determination (date of determination of hearing).
Date Determination sent to Customer.

AR L2 Updates the task’s “Work Notes” and resolves the task. The “Stage”

filed n the Case changes to “Complete”.

™~

Account Maintainer notifies Center POC’s using the Center POC Listing.
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PROCESS 13 — INSTALLMENT PAYMENTS

Installment Agreement: The installment agreement will be a legally enforceable
written agreement which specifies all the terms and conditions of the arrangement,
including those governing the assessment of financing interest and late charges and
which also contains a provision accelerating the debt in the event the debtor defaults.

What is the Difference between a Recurring Payment Plan and an Instalilment
Agreement?

A. A Recurring Payment Plan is the actual payment schedule that is agreed upon by
the issuer and payee. It is often utilized for rental agreements.

B. An Installment Agreement is the full document (of which the payment plan is a
part) which contains all the terms and conditions of the payment plan and, most
importantly, is signed by all parties involved.

Note: The following rules apply when making an installment agreement payment:

A. The size and frequency of installment payments should bear a reasonable
relation to the size of the debt and debtor's ability to pay. The instaliment
agreement should provide for as large an initial lump sum payment as the debtor
can afford. If possible, the installment payments should be sufficient in size and
frequency to liquidate NASA's claim in three years or less (14 CFR pt. 1261.411).

B. Payments should not be less than $50 per month. Installment payments of less
than $50 per month should be accepted only if justifiable on the grounds of
financial hardship or similar reasonable cause.

C. The current value of funds rate (Interest Rate)
(https://www.fiscal.treasury.gov/fsreports/rpt/cvfr/cvfr home.htm) would be used to
determine the interest charged and any administrative charges and/or penalties
that should be disclosed on the agreement/contract as provided in NPR 9610.1A.

Note: A customer, owing money to NASA, may contact the NSSC and request a
payment plan be set up. If this customer is an employee, the customer can be put on
Salary Offset and the act of drafting a installment payment note is not necessary.
However, if the customer is not an employee, a installment payment note and payment
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plan should be drafted. If the customer chooses the Pay.gov option, utilize pay.gov ACH
form.

Note: A customer begins sending in partial payments (check or pay.gov). This triggers
NSSC-AR to contact the customer to see if (s)he desires a installment payment plan
note be put into effect.

STEP 1. Account Maintainer — Receive customer request.

A.If a customer is unable to pay, the customer must provide a request to settle
the debt in installments in accordance with 14 CFR, 1261.402 and 1261.411.

1. If the customer contacts you directly, forward the email or call to the
customer contact center (nssc-contactcenter@nasa.gov) so that a
case/task can be created and assigned a “CALL” number.

2. Notify employee to complete Personal Financial Statement Form and
provide supporting documentation within 5 business days.

STEP 2. Account Maintainer — Receive customer’s completed Personal Financial
Statement Form and supporting documentation.

A.Review completed form and supporting documentation for completeness and
accuracy.

1. If any information or supporting documentation is missing return to
customer.
2. If complete and accurate forward to L3 for review and processing to Legal.

B. Attach the following to the task:
a) Original Bill
b) IDR-form
c) Employee’s installment payment plan request
d) Completed Personal Financial Statement Form
e) Personal Financial Statement Form supporting documentation

STEP 3. CS Accountant — Receive customer’'s completed Personal Financial
Statement Form and supporting doucmentation.
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A. Review completed form and supporting documentation for completeness and
accuracy.

1. If any information or supporting documentation is missing return to L2 to
work with customer.
2. If complete and accurate forward to Legal for review and concurrence.

Note: AR must receive concurrence from Legal before proceeding with
installment payment plan.

STEP 4. CS Accountant — Receive concurrence from Legal.

A. Attach the legal concurrence to task and return to L2 for processing.

STEP 5. Account Maintainer — Contact customer to discuss repayment plan.

A. Discuss repayment rules listed as noted in above.
B. Installment Payment Note:

1. Complete amortization schedule located at: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\AR Forms and
Templates\BOC Templates and attach it to the task. See APPENDIX — U
AMORTIZATION SCHEDULE

2. Complete Installment Payment Note Letter located at: N:\FM
Division\Accounts Payable_Accounts Receivable\Accounts Receivable\AR
Forms and Templates\BOC Templates and attach it to the task. See
APPENDIX — T INSTALLMENT PAYMENT NOTE LETTER TEMPLATE

3. All documents below are electronically combined into a installment
payment note packet and attached to the task.
a) Personal Financial Statement and supporting documentation
b) Legal’s concurrence
c) Installment Payment Note Letter
d) Original Bill
e) IDR-Form
f) Last Dunning Letter
g) Payment Plan/Amortization Schedule
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h) Any other supporting documentation

4. The task is routed to CS AR for review.

STEP 3. Installment Payment Note — CS Accountant — Review Installment Payment
Note

A. AR CS reviews for accuracy

1. Validate the BOC Number, amount owed, and the customer number
(name) matches SAP.

2. Ensure monthly calculation is accurate and the review the backup
agreement terms between NSSC and the customer.

3. Ensure Original BOC supporting documentation and payment schedules
are included in the package.

B. AR CS route the task to AR SP.

STEP 4. Installment Payment Note — Account Maintainer — Send Installment Payment
Note to customer for signature.

A. AR L2 AM emails or mails out packet to the customer.

B. The unsigned installment payment note packet should be uploaded in
TechDoc by dropping a copy of the packet into the following path:
N:\Document Imaging\ FM — Direct Receivables

1. Naming convention: Installment Plan~Original BOC#, e.g., Instaliment
Plan~1800001234

C. When the signed installment payment note is received back from the
customer, it is scanned into TechDoc as Revision 2 to the original document.

1. If a copy of the signed installment payment note has not been returned to
you within 14 days, contact customer for follow-up.

2. If a copy of the signed installment payment note has not been returned to
you within 14 after initial following up with the customer, contact customer
to notify them the debt will return to collection process and will incur fees
or referred to Treasury.
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D. AR L2 AM saves a copy of the installment payment note packet in the BOC
folder on the at: N:\Bills of Collection\Center\Open Collections\Installment
Payment Notes\Customer Name

1. The IDR form will be moved here as well.

E. AR L2 AM will then copy over the information from the CS Amortization
schedule into the “Amortization Schedule” tab of the IDR form to track future
payment postings.

1. Account Maintainer posts BOCs for any late fees due for the first
scheduled payment to the customer’s account in SAP using T-code FB70
(Day to Day Posting Guide) (Page 1).

Note: If interest and admin fees are already in SAP from prior dunning, post the
difference from the interest already in SAP for first month if applicable.
Example: Installment Payment Note says $10 interest first month... but $8.00
already exists in SAP. You will only need to post the $2 difference bill.

2. Subsequent late fee bills are posted upon receipt of the preceding
scheduled payment (i.e., Scheduled payment 5 late fees bills are created
upon receipt of Scheduled payment 4).

3. After each payment is received and the next month’s fees are posted, the
NSSC AR changes the B-line date of the residual bill and fee bills to next
due date from the amortization schedule.

4. Any overpayments are refunded to the customer once the installment
payment note is paid in full.

F. AM-POC goes into original bill and puts “Installment Payment Note” in
reference field.

G. AM-POC goes into original bill and marks with a dunning block of “P” for
Promissory Note.

STEP 5. Installment Payment Note — Payment Processor — Post Payments

A. Determine if the payment received is a Partial Payment.
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1. Find the amortization schedule and or installment note on the N: Drive in
the BOC folder and post payment in accordance with terms of schedule.

a) If an amortization scheduled or a installment payment plan is not
found, post partial payment and back the B-line date to the date of the
original bill.

b) Email AR AM that partial payment was received and posted as no
amortization schedule or installment payment plan was found. This
should flag the AM to contact customer to see if a payment plan is
needed.

B. AR PP post payment to Interest, Administrative Fees and Penalty first.
C. Remaining balance posted to principal.

D. Refer ticket to Travel or AP for vendor-side posting if applicable (see STEP 7
below)

1. In case of overpayment, do NOT change terms of amortization schedule.
If money is owed at the end of the terms, we will refund.

2. In case of payment shortage, post what you have received and contact
customer.

STEP 6. Installment Payment Note — Account Maintainer — Receive notification that a
partial payment was received.

A. Receives notification that a partial payment is received.

B. Contact customers regarding payment plan options.
EXCEPTION: If a customer sent in enough to cover all of his principal
debt, but neglected to send in fees (interest/penalty/admin), you do not
contact customers.

C. Go into the bill and put “Pending Payment Plan” in the reference field of the
original bill.

D. Attach the following to the task:
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1.
2,
3.
4.

Original Bill
IDR-form
Dunning Letter (if applicable)

Any other supporting documentation

E. Contact customer to discuss installment payment note (see STEP 2)

STEP 7. Installment Payment Note — Payment Processor — Determine what type of
payment the collection is to be posted.

A. Travel or AP Debts will be handled as follows:

1.
2.

7.

PP-POC posts interest/admin collection.
Task is routed to Travel or AP to post principal to vendor side.

) 13

a) Notate in the task’s “Work Notes” how much to post to vendor’s
principal.

Travel/AP updates the ServiceNow FD Tab with their posting docs and
routes task back to Accounts Receivable.

Task is assigned to AR AM who posts principal credit memo to customer
and updates “Amortization Schedule” tab with posting doc.

AR AM posts next month’s interest/admin fee bill (b-line date is set to the
next due date).

AR AM sets B-line date of residual bill to next due date of amortization
schedule.

AR AM resolves task and closes case.

B. Collections other than Travel or AP will be handled as follows:

1.
2.
3.

AR PP posts interest/admin collection.
AR PP posts principal (F-28) to customer.

AR PP sets B-line date of residual bill to next due date of amortization
schedule and manually updates the Text Field (i.e., “Transfer Debt -
Annual Leave - 03/30/2018”).




NSSC NSSDG-9200-0007 Version 12.0

H H H Number
Service Delivery Guide Effective Date: January 19, 2022

Expiration Date: January 19, 2024

Page 186 of 270

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Management of Debt Collection

4. Task is routed to AM-POC who posts next month’s interest/admin fee bill
(b-line date is set to the next due date).

5. AR AM verifies B-line date of residual bill was set to next due date of
amortization schedule.

6. AR AM resolves task and closes case.

STEP 8. Installment Payment Note — Account Maintainer - Customer has missed a
scheduled payment.

A. Do not dun. Give 15-days grace from missed due date.

B. After 15-day grace period, AR AM sends task to L3 to review the friendly
reminder prior to sending to the customer.

C. Give another 15-day period (for a total of 30 days after missed payment date).

D. After this additional 30-day total grace period, refer the debt to Treasury (see
“Process 4 — Refer to Treasury”).

1. When sending to Treasury, use date of last payment received so they can
calculate interest from that date.

STEP 9. Installment Payment Note — Account Maintainer/Payment Processor —
Receives a request to change the terms of Installment Payment Note.

A. L2 may NOT change terms of an existing promissory note. If this is ever
requested, elevate the request (via task) to AR L3 for negotiation. Continue
to post any collections that are received in the interim in accordance with
current amortization schedule.

STEP 10 — Installment Payment Note — Account Maintainer — Royalties

A. If an Account Maintainer has a Installment Payment Note/Payment plan for
Royalties, they should be sure that their Payment Processor knows to be on
the lookout for these particular collections from this customer.
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B. When a partial collection is received for one of these Royalty bills, the
payment processor posts the interest/penalty/admin fees and then sends the
difference to the center to post as principal.
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PROCESS 14 - ESTABLISH PAY.GOV PAYER PROFILE FOR

RECURRING PAYMENTS

STEP 1.

Note:

Note:

Note:

Counseling Checklist — Accounts Receivable (AR L2)

When a customer requests a recurring payment plan to
repay a debt to NASA, AR L2 must counsel the customer
prior to creating the recurring payment plan in pay.gov.

This counseling is imperative to ensure the customer
understands and agrees to all of the terms involved.

If the customer does not have an existing customer number
(ZCOM) in SAP with banking information, AR L2 will need to
send the customer an ACH form to complete in order to
create a customer number (ZCOM) for processing.

If a SAP Customer Number does not exist, see instructions
for creating SAP Customer Number - NSSDG-9200-0006
Non-Reimbursable — Establishment of Receivables, Process
— Creating Accounts Receivable (AR) Invoice — Step 2,
(E)(1) — Create ZCOM Customer.

A. Account Maintainer - Counsel Customer and Validate Banking Information

1.

Note:

Note:

AR L2 receives a ServiceNOW task for BOC inquiry. If the
customer requests a recurring payment plan, this case will
be related to the recurring payment plan case and resolved.

Counsel the customer using the Pay.gov Counseling Checklist located at
the following path:

N:\FM Division\Accounts Payable Accounts Receivable\Accounts
Receivable\AR Forms and Templates\Pay.gov Recurring
Payment\Counseling Checklist

Start Date: The transaction Payment Date in pay.gov
defaults to the next business day. Be sure to calculate the
Start Date on the counseling checklist to include the next
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business date or a future date prior to sending the checklist
to AR L3 for verification.

Note: Final Payment Date: If the recurring payment plan amounts
are not even amounts, a separate transaction will need to be
created for the Final Payment. Ensure the Final Payment
Date is a business day (to exclude weekends and
holidays)

2. Validate Banking Information

Note: Banking information needs to be validated, even if the
customer has an existing customer number (ZCOM) with
banking information in SAP.

a. Employee — Validate banking information via FPPS and SAP T-
code XDO03.
Note: Employee recurring payment plans are rare.

1. Create ServiceNOW Case
a. Customer = Customer’'s Name
b. Category = Accounts Receivable
c. Subcategory = Establish Installment Plan
d. Assignment Group = FM — Accounts
Receivable L2
e. Assignee — Self
f.  Short Description = BOC #
1. Task changes
a. Assignment Group = FM — Accounts
Receivable L3
b. Assignee — Leave blank
c. Short Description — BOC # - FPPS
validation
2. If updates are required, assign task to Payment
Processor for SAP updates.

3. Payment Processor — Validate/Update Banking Information.
a. Click the techdoc link in the task to view the ACH form.
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e.

f.

Access SAP T-Code XDO01 to review ZCOM banking
information.

If banking information exists, ensure the information matches
the information referenced in FPPS.

If banking information does not exist, enter the information
referenced in FPPS.

Update the work notes in ServiceNOW task.

Return the task to Account Maintainer for processing.

4. Account Maintainer - Once FPPS validation/updates have been

completed, resolve FPPS Validation task.

5. Account Maintainer - Create a separate task within the case for AR L3

Recurring Payment Plan Verification.

~0 Qo0 OTp

h.

I
J-

Customer = Customer’s Name

Category = Accounts Receivable

Subcategory = Establish Installment Plan

Assignment Group = FM — Accounts Receivable L3

Assignee = Leave blank

Short Description = Recurring Payment Plan Verification —

BOC #

Update work notes

e Sample work note:

“Assigned to AR L3 for recurring payment plan
verification. Counseling Checklist attached for
review.”

Attach Counseling Checklist to task

Send task to AR L3 for verification

Once verification has been completed, proceed to STEP 2.

6. Non-employee — Send ACH form to customer per the instructions
outlined in the Counseling Checklist.

Note:

Document Imaging will receive the completed ACH form from
the customer via one of the secured methods provided to the
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customer in the counseling checklist. The ACH form will be
routed to the Customer Contact Center to create a Case for
AR L2.

The following fields will be pre-populated when the Case is
created by the CCC:

a. Customer = Customer's Name

b. Category = Accounts Receivable

c. Subcategory = Establish Installment Plan

d. Assignment Group = FM — Accounts Receivable
L2

e. Assignee = (Queue Monitor will assign to Account
Maintainer)

f. Short Description = Recurring Payment Plan —
BOC #/Agreement # - ACH Form

. Once the ACH form has been received via ServiceNOW case, click the

techdoc link to view the form to ensure all required fields are completed.

. Send ACH task to Payment Processor to validate or update the SAP

number (ZCOM) accordingly.

. Payment Processor — Validate/Update Banking Information

a. Click the techdoc link in the task to view the ACH form.

b. Access SAP T-Code XD01 to review ZCOM banking
information.

c. If banking information exists, ensure the information
matches the ACH form.

d. If banking information does not exist, enter the
information referenced on the ACH form.

e. Update work notes in ServiceNOW task.

f. Return task to Account Maintainer for processing.
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10. Account Maintainer - Once Payment Processor banking validation has

been completed, resolve the ACH task; case remains open.

11.Create a s

eparate task within the case for AR L3 Recurring Payment

Plan Verification.

Customer = Customer’'s Name

Category = Accounts Receivable

Subcategory = Establish Installment Plan

Assignment Group = FM — Accounts Receivable L3
Assignee = Leave blank

Short Description = Recurring Payment Plan Verification
—BOC#

g. Update work notes

e Sample work note:

“Assigned to AR L3 for recurring payment plan
verification. Counseling Checklist attached for
review.”

000 CTO

12. Attach Counseling Checklist to the Recurring Payment Plan Verification

task.

13.Send the task to AR L3 for recurring payment plan verification.

14.0Once AR L3 verification has been completed, proceed to STEP 3.

STEP 2. Recurring
A ServiceN

Payment Plan Verification —_Accounts Receivable (AR L3)
ow FM task will be assigned to AR L3 with subcategory

Establish Installment Plan.

1.

Open and review the attached Counseling Checklist.

2. Verify all the pertinent information in SAP FBL5N or FB03

against the checklist.

Ensure the monthly amount is computed accurately and not
exceeding 36 months.

Send the task to AR L2 notating the verification is completed
and to proceed with the recurring payment plan transaction in
Pay.gov.
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STEP 3. Creating Payer ID Profile —_Accounts Receivable (AR L2) — Account
Maintainer
Create pay.gov payer profile using existing SAP Customer Number
(ZCOM).

Note: If a customer has several ALCs to pay, you do not need to create a
separate profile for each.

Note: Customer’s banking information will be retrieved from SAP T-Code
XDO03 or ACH Form received from the customer.

A. Retrieve existing SAP Customer Number (ZCOM) from SAP T-code XD03 or
FBL5N. The SAP Customer Number (ZCOM) will be populated into the Payer ID
field in the pay.gov website.

B. Sign-in to the MyAgency website (https://www.pay.gov/myagency/)

1. The Agency Collections page opens, showing only the services and
functions you have permission to access.

2. Click the Payer Profile tile.
3. Click the Create tile.

4. Enter required information in the Create Payer Profile form.
Note: Before an agency application name is selected, the foreign
funding checkbox (circled on the below image) is not shown.
It is only shown if the selected agency cash flow application
allows using foreign funded accounts. (You will see this once
you have completed the form).
a. Agency Application Name = (Center Name and collection type)

b. Payer ID = SAP Customer Number (ZCOM)

c. Account Holder Name = Customer Name
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d. Active Date = Today’s Date or Future Date
e. Account Type = Customer’s bank account type from SAP
a. Based upon the SAP profile, select
i. Business Checking/Savings = Company
ii. Personal Checking/Savings = Individual
f. Routing Number = Customer’s bank routing number from SAP

g. Account Number = Customer’s bank account number from SAP

Create Payer Profile

Tindicates a required field

Agency Application Name *
| Duties Taxes and Fees Colleciion v |

Payer ID *

Account Holder Name *

Active Date *

03/19/2019

Inactive Date

Gancel m

Note: Each of the fields will be explained in Appendix #

5. If the US ACH account is linked to a foreign account, click the circled
checkbox. The required fields in Foreign-funded account are then
displayed.
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Foreign-funded account fields

Account Ho|der Address *

Account Holder City =

Account Holder Country *

Unated States

Account Holder State/Province *

Select

Account Holder Z|p/Pastal Code *

This account IS funded from 3 fharelgn Nnancial iInsttution &

+  Tax ID Number Date of Birth =

6. Click Submit.

7. A confirmation page (Figure 5) is displayed.

Figure 5: Create payer profile confirmation (Pending status)

@) Success!

Payer |0 A4
Arcount Hokder Name: Big Corparation
Active Dutn: G 42018
inactive Date:
Vericaton Strtus: Fendng
Accoant Type: Businezs Chacking
Routing Mumber: 841000124
Aceount Mumber 00172049
Actoont Holder Address: 12324 Brock
Acemunt Bolder City: Teredo
Arcrant Holder Country: Canada
ACCOunt Hokder State Proinee: Cntans
Mocount Holder ZipPostal Code: WaG 185
Tax Idenisfication Mumber: 4733822

Print Caeaie anoiher Payer Profile

ViU hawe successiuly crealed a Fayer Frofie win Payer |00 AS4501. Detalis ans below

Agency Applicafion: Duliss Tacs wd Faas Colacien

Note: When the payer profile is used for a transaction, Pay.gov
automatically submits the customer’s account information
when the payment is processed. For subsequent recurring
transactions, Pay.gov automatically checks the information
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STEP 4.

stored in the profile before each payment is submitted to
make sure the correct account information is included.

Searching/Updating a Payer Profile — Accounts Receivable L2 —
Account Maintainer Searching existing payer profile. This functionality
can be used if a Payer Profile needs an update to their banking account,
ALC, or add another banking information for the same Payer ID.

A. Searching for Payer Profiles

1.

2.

3.

Log in to Pay.gov website (https://www.pay.gov/myagency/)

Click the Payer Profile tile.

Click the Search tile.

Enter or select the search criteria.
a. Viewing All Profiles

1. To view all profiles for all your applications, just click Search

2. The results list includes: Approved, Pending, and Rejected
profiles for all your cash flow applications.

b. Viewing Selected Profiles (Viewing Details)
1. Enter search criteria to find the required profile(s).
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5. Click Search.

Search Criteria Descriptions
Agency Application | Click on the field to see a list of all the cash
Name flow applications that could be included in

the search.

You can leave this field blank if you want to
include all applications.

Or

Add the applications to the search by clickang
on them one at a time.

Click the X next to a selected application to
remove it from the search. Click the X in the
right of field to delete all selected
applications.

Payer ID starts with

Enter one or more characters at the start of
the Payer ID.

Account Holder
Mame Starts with

Enter one or more characters at the start of
the account holder’s name.

Verification Status

Select the verification statusies) to search for,
such as Approved or Rejected.

Active Period

Click on the field to see the active periods
that can be selected: Current, Future,
Expired.

You can leave this field blank if you want to
include all active periods.

Or

Add the active periods to the search by
clicking on them one at a time.

Click the X next to a selected active period to
remove it from the search. Click the X in the
right of field to delete all selected
applications.

6. All profiles which match the search criteria will be listed in the Search

Results.
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Search Criteria Search Results

o R Search Criteria
Application Payer ID Account Holder Name Verification Status Active Period Active Date Inactive Date Actions

AFRC Accounts Receivable Collection 110169 Drew Breeze Approved Curmrent 02/07/2020 03/12/2020 View | Updats

AFRC Accounts Receivable Collection 110169 Drrew Breeze Apgroved Future 03/13/2020 03/13/2020 View | Updste

AFRC Accounts Receivable Collection 123345 Minniz Apgroved Current 01/15/2020 View | Updste | Add
AFRC Accounts Receivable Collection 1234585 Minnie Approved Current 011152020 View | Update | Add
ARC Accounts Receivable Collzction 1230260 Columbus Sanders Approved Curment 01/24/2020 View | Updats | Add
GRC Reimbursable Agreement Advance Collection 134260 John Dos Approved Curment 021372020 View | Update | Add
GRC SEWP Fee 134280 John Dos Approved Curmrent 02132020 View | Update | Add

HQ Accounts Receivable Collection 123089 Michzel Jordan Apgroved Current 02/12/2020 View | Updste | Add

“n:l

7. For the desired Payer Profile, click the Actions option you wish to use
(not all actions may be listed for a payer profile based upon roles

Wiew | Update
Wiew | Update | Add
Wiew | Update | Add
Wiew | Update | Add
Wiew | Update | Add
View | Update | Add
View | Update | Add
8. Click View
Note: You can view the details, but no changes can be made. To make

changes:
1. Click Return to Search Results

2. Click Update

STEP 5. Updating Payer Profile — Accounts Receivable L2 — Account Maintainer
-Updating existing payer profile.

A. Updating a Payer Profile
1. Log in to Pay.gov (https://www.pay.gov/myagency/).
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. Search for the payer profile - See Step 2(A).
. On the list of search results, find the profile to be updated.

. Click Update
. Make appropriate changes.

. Revise the Active Date field with a new date of today or a date in the

future when the update is to become active.

. Click Update

Note: If the current date is entered as the Active Date, the account
information is updated immediately.

If a date in the future is entered (next day or later), a new
future-dated profile will be created and will replace the
current profile on the date in the future.

B. Inactivate a Payer Profile Inmediately

STEP 6.

. Toinactivate an account immediately, repeat the update process and

enter the current date in the Inactive Date field.

2. Click Update

Note: All other Payer Profile functionality, including verification,
automatically-generated prenotes, adding a future date
account, remains unchanged.

Searching Payer Profile — Accounts Receivable (AR L2) — Account

Maintainer Searching existing payer profile. This functionality can be used

if a Payer Profile needs an update to their banking account or ALC.

A. Searching for Payer Profiles

. Log in to Pay.gov website (https://www.pay.gov/myagency/)

2. Click the Payer Profile tile.

3. Click the Search tile.
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4. Enter or select the search criteria.
a. Viewing All Profiles
1. To view all profiles for all your applications, just click Search

2. The results list includes: Approved, Pending, and Rejected
profiles for all your cash flow applications.

b. Viewing Selected Profiles (Viewing Details)
1. Enter search criteria to find the required profile(s).
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5. Click Search.

Search Criteria Descriptions
Agency Application | Click on the field to see a list of all the cash
Name flow applications that could be included in

the search.

You can leave this field blank if you want to
include all applications.

Or

Add the applications to the search by clicking
on them one at a time.

Click the X next to a selected application to
remove it from the search. Click the X in the
right of field to delete all selected

applications.

Payer ID starts with

Enter one or more characters at the start of
the Payer ID.

Account Holder
MName Starts with

Enter one or more characters at the start of
the account holder's name.

Verification Status

Select the verfication status(es) to search for,
such as Approved or Rejected.

Active Period

Click on the field to see the active periods
that can be selected: Current, Future,
Expired.

You can leave this field blank if you want to
include all active periods.

Or

Add the active periods to the search by
clicking on them one at a time.

Click the X next to a selected active period to
remove it from the search. Click the X in the
right of field to delete all selected

applications.

6. All profiles which match the search criteria will be listed in the Search

Results.
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Search Criteria Search Results

TRt Search Criteria
Application PayerID  Account Holder Name Verification Status Active Period Active Date Inactive Date Actions
AFRC Accounts Receivable Collection 110169 Drew Breeze Approved Current 02/07/2020 0312i2020 View | Update
AFRC Accounts Receivabls Collection 110189 Drew Srzezs Approved Future 03113/2020 03113/2020 Wiew | U
AFRC Accounts Receivable Collection 123345 Minnie Approved Current 0115/2020 View | U
AFRC Accounts Receivable Collection 123438 Minnie Approved Current 011152020 Miew | U
ARC Accounts Recsivable Collzction 1230360 Columbus Sanders Approved Current 011242020 Miew | U
GRC Reimbursable Agresment Advance Collection 134260 John Dos Approved Current 02/13/2020 View | U
GRC SEWP Fee 134260 John Doe Approved Current 02/13/2020 View | Update
HQ Accounts Recsivable Collection 122009 Michael Jordan Approved Current 02112/2020 Wiew | U

7. For the desired Payer Profile, click the Actions option you wish to use
(not all actions may be listed for a payer profile based upon roles

Actions

View | Update

View | Update
iew | Update | Add
iew | Update | Add
iew | Update | Add
Wiew | Update | Add
View | Update | Add

View | Update | Add

8. Click View.
You can view the details, but no changes can be made. To make
changes:
1. Click Return to Search Results

2. Click Update
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PROCESS 15 - ESTABLISH PAY.GOV RECURRING PAYMENT

STEP 1. Creating an ACH Debt Transaction — Accounts Receivable (AR L2) —
Account Maintainer - Create a Pay.gov recurring payment transaction using
an established Payer ID (See Process 13 — Pay.gov’s Payer Profile).

A. Retrieve existing Payer ID using SAP XD03 ZCOM Customer Number
B. Validate ZCOM customer number with BOC information in SAP T-Code FBL5N.

C. Sign in to the MyAgency website (https://www.pay.gov/myagency/)

1. The Agency Collections page opens, showing only the services and
functions you have permission to access.

2. Click the Create Transaction tile.

3. Click the ACH Debit tile.

4. Enter required information in the ACH Debit Transaction fields.

Note: The required fields and options on the page may differ
according to the Agency Application Name dropdown
selection.

Note: Each of the fields will be explained in Appendix #

a. Transaction Information section
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5.

. Agency Application Name = Center and the type of

transaction (SEWP, Receivable, Advance).
Note: This must match the Payer Profile.

Agency Tracking ID = Leave Blank; system will
auto-generate this ID.

Note: Once all required information has been
entered, you will receive the following warning
dialog box when clicking Next.

Agency Tracking 1D

‘fou have not entered an Agency Tracking [D. By agreeing to proceed below, an Agency
Tracking |0 will be automatically generated for this transaction. If you wish to specify an
Apency Tracking |0, select "Cancel”. Do you wish to proceed?

Q-

Click OK to proceed to the next step.

Payment Amount = Payment amount calculated by
AR L2 and agreed upon by customer per the
Counseling Checklist.

. Payment Date = Defaults to next business date

or enter a specific future business date.

Note: This date must match the Start Date
referenced on the Counseling Checklist.

Check box “Make This A Recurring Payment”.

b. Recurring ACH Payment fields will populate.

1.

2.

Select the Frequency of the payment (weekly, bi-
weekly, monthly, quarterly)

Enter the Number of Payments
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Note: The Estimated End Date is automatically calculated

based upon the Payment Date, Frequency, and
Number of Payments. Debt must be paid in full within
thirty-six (36) months.

Note: This date must match the Final Payment Date
referenced on the Counseling Checklist.

Note: If a Final Payment amount is created separate from
the recurring payments, the Payment Date must
match the Final Payment Date referenced on the
Counseling Checklist.

c. Personal Information section
1. Enter Payer's Email Address (optional as it may
be selected later to send a transaction
confirmation to account holder).

2. Enter the Payer ID (SAP ZCOM)

3. Enter the Account Holder's name
a. If Payer ID was entered, this will be auto-
populated based on the Payer ID Profile)

d. Account Information section

Note: Pay.gov automatically completes the Account
Information if a Payer ID was selected. If the ID is for
a customer using an international ACH account,
additional payer information may be displayed.

e. Additional Information section
e Agency Memo (not required)

f. Custom Collection Fields section
e Enter values in each of the required fields

Note: The Custom Collection Fields are based on the type
of transaction selected in Agency Application Name.
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g. Click Next to review the transaction.

REMINDER: You will receive the below warning dialog box.
Click OK to proceed.

Agency Tracking 1D

You have not entered an Agency Tracking |D. By agreeing to proceed below, an Agency
Tracking ID will be automatically generated for this transaction. If you wish to specify an
Apgency Tracking ID, select "Cancel”™. Do you wish to proceed?

o

5. Review and Submit the payment in the ACH Debit Summary page

a. Verify the transaction details. If corrections are needed, click
Back at the bottom of the page to return to the ACH Debit
Transaction page and update accordingly.

b. Select the checkbox for who is to receive an email confirmation
of the transaction.
a. Customer
b. Self

c. Email Others: (not required)

d. If the information is correct, check the box next to “I have
reviewed the transaction and authorize it for payment.”

6. Click Submit Payment
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@ACH Debit Success|

) T pOTH R wrw i o Jodw Do m i erecand of B 000 IO Dl am

7. Attach confirmation page in SAP and Techdoc

IMPERATIVE: Redact all Pll prior to attaching (pictured above).
(banking information and customer’s phone number).

a.

b.

Capture a screenshot/snip of the Pay.gov confirmation
page (ACH Debit Success! page).
Save as Recurring~BOC# (Recurring~180000xxxx)

c. Attach to the original BOC in SAP.
d.

Save in techdoc via the following path:
N:\Document Imaging\FM - Direct
Receivables\FY20xx\Center

8. Notate the Pay.gov Tracking ID number in the work notes of the
ServiceNow task.

a.

@ACH Debit Succesa!

“ou haws sucosssfyly crested an A0H Osbi transacton r John Dos in fe amcont of 33000 00 Detais e
CHTETY

Sample work note:
“Pay.gov Tracking ID xxxxxxxx — Recurring Payment
Plan completed. Resolved.”
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9. Resolve task.
10.Reminder: Relate the original BOC case to this case.
11.Close case.

STEP 2. Changing ACH Debit Payment Amounts - Accounts Receivable (AR L3)

All changes to ACH payment amounts are done through the Search
Transactions Service on the MyAgency website.

A. Retrieve Pay.Gov Tracking ID from ServiceNow task or from the BOC
attachment in SAP provided by AR L2.

B. Sign in to the MyAgency website (https://www.pay.gov/myagency/)

1. The Agency Collections page opens, showing only the services and
functions you have permission to access.

2. Click the Transaction Search tile.
3. Enter Pay.gov Tracking ID in the Pay.gov Tracking ID field.

4. Click Search
a. Transaction Search Result page opens, showing Matching
Transaction and Related Payments associated with Pay.gov
Tracking ID.

Note: Related Payments are historical transaction that occurred and
cannot be changed.

5. On the Matching Transaction Section, click Actions link.
a. Three options are available under Actions: Schedule Details,
Change Payment Amount, Cancel.
b. Select Change Payment Amount

c. Enter the amount in the Change Next Payment Amount To
field
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1.  Check box Apply this payment amount to all future
payments, if applicable.

d. Click Review to review the changes.
1. If no change is needed, click Return to Search
2. If change is incorrect, click Edit
3. If change is correct, check box | have reviewed the
transaction and authorize the next payment amount.

e. Click Submit
1. Change Payment Amount Successful page will
display with three options: Return to Search, Save PDF,
Email.

f. Select Email
1. Select available Email address
2. Click Add Email Address and enter NSSC-Accts-
Rec@mail.nasa.gov
3. Click Send Email

6. Resolve Service Now task.

STEP 3. Canceling an ACH Debit Payment (COE Role) - Accounts Receivable (AR
L3)

ACH Debit payments may be canceled on the business day before they are
settled.

A. Retrieve Pay.Gov Tracking ID from Service Now task or from the BOC DRN'’s
attachment in SAP provided by AR L2.

B. Sign in to the MyAgency website (https://www.pay.gov/myagency/)

1. The Agency Collections page opens, showing only the services and
functions you have permission to access.

2. Click the Transaction Search tile
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3. Enter Pay.gov Tracking ID in the Pay.gov Tracking ID field.

4. Click Search

a.

Transaction Search Result page opens, showing Matching
Transaction and Related Payments associated with Pay.gov
Tracking ID.

Note: Related Payments are historical transaction that occurred and

cannot be changed.

5. On the Matching Transaction Section, click Actions link.

a.

Three options are available under Actions: Schedule Details,
Change Payment Amount, Cancel.

Select Cancel

Check box | have reviewed the transaction and authorize to
cancel. This will include any remaining payment(s).

Click Submit ACH Cancel.
1. If no change is needed, click Return to Search
2.  ACH Cancel Success page will display with three
options: Return to Search, Save PDF, Email.

Select Email
1. Select available Email address
2. Click Add Email Address and enter NSSC-Accts-
Rec@mail.nasa.qgov
3. Click Send Email

6. Return task to AR L2 for notification of payment plan cancellation has
been completed.
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PROCESS 16 — PAY.GOV’S CREDIT CARD REFUND

STEP 1. Refunding payments made by Credit Card in Pay.gov - Accounts
Receivable (AR L3)

All refunds to Credit Card payment amounts are done through the Search
Transactions Service on the MyAgency website.

A. Retrieve Pay.Gov Tracking ID from ServiceNow task or from the BOC
attachment in SAP provided by AR L2.

B. Sign in to the MyAgency website (https://www.pay.gov/myagency/)

1. The Agency Collections page opens, showing only the services and
functions you have permission to access.

2. Click the Transaction Search tile.
3. Enter Pay.gov Tracking ID in the Pay.gov Tracking ID field.

4. Click Search
a. Transaction Search Result page opens, showing Matching
Transaction and Related Payments associated with Pay.gov
Tracking ID.

Note: Related Payments are historical transaction that occurred
and cannot be changed.

5. On the Matching Transaction Section, click Actions link.
a. Two options are available under Actions: View Details, Refund.

b. Select Refund

1. Plastic Card Details will appear on the left
2. Refund box will appear on the right
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Transaction Search

In this scenario, the Refund box displays “Transaction Amount
and “Available for Refund” of $50.

c. Enter the amount of refund in the Refund Amount field.
Note: In this field, the dollar amount to be refund can only be
refunded up to the “Available for Refund” amount.

d. Click Review to review the changes.
1. If no change is needed, click Return to Search
2. If change is incorrect, click Edit
3. If change is correct, check box | have reviewed the
transaction and authorize it for refund.

e. Click Submit
1.  Change Payment Amount Successful page will
display with three options: Return to Search, Save PDF,
Email.

f. Select Email
1. Select available Email address
2. Click Add Email Address and enter NSSC-Accts-
Rec@mail.nasa.qov (optional)
3. Click Send Email

6. Assign Service Now task to AR L2 with a confirmation attachment and
notate in work notes “Refund issued and customer are notified via
Pay.gov. See attached confirmation”.
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PROCESS 17 — ACCOUNT STATEMENT/PAID IN FULL RECEIPT
LETTER

STEP 1. Account Statement/Paid in Full Receipt Letter - Account Maintainer — Create
an Account Statement/Paid in Full Receipt Letter for customer

A. If AR received a request from a direct customer for a statement showing that
their bill is paid in full, a receipt letter will be provided. The letter is located at
N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\AR Forms and Templates\Payment Templates\Payment Receipt
Template.(Appendix S)

1. The Account Maintainer will populate the following information in the
receipt template blank field:

a) Customer Account Number
b) Customer Name

c) Customer Address

d) Bill Number

e) Bill Amount paid in full.

B. If AR received a request from a customer for an account summary/balance
(Appendix R), the following steps must be completed:

1. The Account Maintainer will access SAP and enter T-Code FBL5N-
Customer Line Item Display

a) Enter customer account number.

b) Click the Execute button.

2. Once the line items are displayed, place the mouse cursor over a
document number, click on the Environment tab.

a) Click “Correspondence.”

b) Click “Request.”
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c) Select “SAP06 Account Statement.”

d) Key-in the period for which the customer is requesting a statement.
e) Click “Continue.”

f) Click on the “Environment tab.”

g) Click “Correspondence.”

h) Click “Display.”

i) When the Account Summary/Balance displays, click on the “Go to” Tab
and select “List Display.”

j) Select the “System tab.”
k) Select “List.”

[) Select “Save” > “Local” > “Spreadsheet.”

STEP 2. Account Maintainer — Reconcile Customer Statement to SAP FBL5N

A.

Customer contacts NSSC requesting assistance in reconciling their
bills/collections.

Request a statement of bills received and payments made from the customer,
if not already on file.

Compare the bills and collections on the customer statement to the bills and
collections in SAP (using FBL5N).

Identify any differences.

E. Determine if changes are needed in the SAP system (if there was a

F.
G.

discrepancy on the NASA side).
Share and discuss the reconciled data as needed with the customer.

Follow up with any corrections in SAP (if required).

Note: If the reconciliation becomes more complex than anticipated, contact the Center
to provide guidance or to complete additional research.
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PROCESS 18 - DECEASED DEBT
STEP 1. Dunning — Account Maintainer

A. Process Dunning as usual for deceased debt.

Note: The exception is a debt for unearned leave. Per 5 CFR 630.209,
repayment of unearned leave is not required if the employee is

deceased. Notify L3 if an unearned leave debt is received for a deceased
employee. The debt will need to be evaluated in full (there may be other debt
types involved) and the leave portion reversed.

B. If death occurs prior to reaching 150 days old, keep debt open until it reaches
150 days old.

STEP 2. Debt Reaches 150 days Old. — Account Maintainer

A. Write off debt per NPR 9610.1A Chapter 2

B. Do not refer debt to Treasury per Treasury Financial Manual Chapter 6 — Part
Il (Debt Collection Tools and Programs) and NPR 9610 Section 5.7.6.
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PROCESS 19 — DOl WRITE OFFS

Note: There are times when DOI will write off a ZEPY debt.

STEP 1. Run DOI Write off Report — Account Maintainer
A. Log into OBIEE.

You are cumrentlynatloggedintothe Poral.  Register or

’ Interior
Business
£ Center

[ U.S. Department of the Interior

IBC Datamart Portal

iy Fortal Home

Wy Partsl| Calendar | Applications | FPPS|

Site Status =) Curment File Data Dates (=[] OBIEE Login BE
MEEOMD715 *Note: Datamart is ane day behind FPPS. Files updated nightly will not have 2 Fay Period in colum n"Last PP Froces sed”, sothe date in
mics column "Dite Last Updated™ will reflect prior day's data. Files updated bi-weekly will have a Pay Period in column "Last PP Processed™. OBIEE
HIFA
The Combined File is updated differently the w eek of pay calc. For more information, refertothe “When are files updated?” topic in the Lo H n
HMOBEE Support Forum g
HrCS IFle Proges sed Cate Last Upaated PP G Last FP Poc.
[CABLAL FAY 5 [
[GOMEINED FILE AL WA
Green indicaes siteis up. Red (COMBINED FILE HSTCRY AL 0190 HOTE You must irst complete
indicates =itz & down (COMEINED FILE HSTORY (ontniy) [ 201902 OBIEE training prior to logging
) [DEET MaiT AL WA into it
] - [FFFS SECURTY AL WA
‘C'“_* ;"P"TE::'ED:T!L "":"”““’ IFPPS SLMMARY RECCHCILIATION I 201808 Datamart Helpful Links 58
"9"“_ :" mar [FFFS SUMMARY RECCNCILIATION H 201503
‘application. 0 2019
PR [FPPS SUMMARY RECONCILIATION 3 201803 Click HERE o find your Agency

el Show More

B. Enfér Username and Password.

MNOTE: This is a U.S. Government Systern. This system is for the use of
authorized users only. By accessing and using the computer system, you are
ng to system monitor| ncluding the monitoring of ke

Unauthorized use of, or access to, this computer system may subject you to
disciplinary action and criminal prosecution.

Interior
Business
Center
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C. Click “Continue to OBIEE”

Warning
Las!

THIS IS A NOTICE OF MONITORING OF THE DEPARTMENT OF THE INTERIOR (DOI) INFORMATION SYSTEMS.

emet access), is provid

These records rr
Please contac roffice’s
CRIMINAL PENALTIES FOR DISCLOSURE

The Priv st k ormation from this system u

em is for the use of authorized users only. By accessing and using the computer syster
ki use of, or aceess 1o, this computer system may subject you to disciplinary
criminal prosecution.
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D.

F.

Click on Debt Management Dashboard.

all [v] i‘ Advanced  Help »  Sign Out O

BS Open ~ | Signed In As NASIAMS ~

=g Most Recent{NASA Labor Cost Detail Dashboards - Accounts
= Recizvable)
(@ My Dashboard
=] Components

[[8) Combined File

@ ‘Combined History P
([ Debz Manzgement <@

13 FPPS Repaorts

[} Labor Cost

[[F) Performance Metrics
(@ Position Reports
Studant Appointmants
Table Repots (A - L)

Table Reports (M - 2)
I3 Tme and Atendance
Trans Maintenance
E'a Transaction Deleted Actions
[F} Transaction File / Transaction Status History
[E) TSP Errors
EE' Volunteers
=] NASA Agency Dashboards
EE' MASA Agancy Counts
(B} MASA Combined File Dashboards
MASA Combined Histery Dashboards
E‘ﬁ MASA Labor Cost Detail Dashboards
MASA Transaction Dashboards

Click on “10 Debt Management Reports Tab”
ORACLE' Business Intelligence

B —

Accounts Recaivable Report 10 Debt Management Reports Pre Collections Repert

* Dept |5kt Valtie~ | 3| Bureau [~5ekcr Valie~ | SubBur [-Seect Ve~ | Date 1 Between G B
Apply | Reset

Please select prompts for the report to run
pleas= ensure prompt values have capital letters and or semicalons

Enter Dept — NN

G. Enter Bureau — Business Area
H. Enter Date 1 Between — Beginning and Ending of Month

Page 218 of 270




NSSC

NSSDG-9200-0007 Version 12.0

Number

Service Delivery Guide Effective Date: January 19, 2022

Expiration Date: January 19, 2024
Page 219 of 270

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Management of Debt Collection

Click Apply

Dabt Management

Arcounts Receivable Regart 10 Debt Management Reparts Pre Collections Report

* Dept N | Bureau 51 | Subur [52E 150e— | Date 1 Between12/01/2018 (273172008 )

Apply |l Reset«

Please select prompts for the report to run
pleasz ensure prompt values have capital lstters and or semicalons

J. Click on “Debt Mgmt Write Off Debts (Data Updated Semimonthly)” to

execute report
ORACLE' Business Intelligence

Debt Management

Arcounts Receivable Report 10 Debt Management Reports Pre Collections Report

* Dept N 2| Bureau 1 2| SubBur [5eEc Fake- 2| Date 1 Between[12/01/2018 . 2172008 &

Dbt MEMT Closed Debis (Data Updated 5e r|r:nth|,
Dbt MGMT Collections (Dats Update: :lSerrlrrnnth

Dbt Mamt I1od =d Debt |Data L'gda:ec Semimanthly} thl
Dbt MEMT Mew Manuzl Bills (Data Updated Semimanthly)
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K. Once report has been executed, click Export - pdf to save report on N

drive.
Wiritten OfF Debts Total Count 1
Controlled Undassified Information FPage 1 of @{numberlifPages}
Retwrn - Analyze - Refresh - Print - Export - Add to Briefing Book
[ PDF
3 Exce 3
@ Powserpoink ]
@ web Archive [.mhg)
: Data 1

L. Save at N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\Debt Management\Monthly SAP to DOI
Reconciliation\FYXX\PP — Current Month\Center.

M. Name the file “Debt Mgmt Write Off Debts — Customer Name”

STEP 2. Write Off Debt — Account Maintainer (See Process 6 — Write Offs)

STEP 3. Update CNC Report — Account Maintainer

A. Update the TROR “Write offs, CNC and Closed Debts Schedule”
Worksheet on Share-Drive
1. Enter entire amount in the following sections:
a. “Debts Written Off Current Fiscal Year — CNC”

b. “Debts Classified as CNC”




NSSC NSSDG-9200-0007 Version 12.0

H H H Number
Service Delivery Guide Effective Date: January 19, 2022

Expiration Date: January 19, 2024

Page 221 of 270

Responsible Office: Accounts Receivable

Subiject: Accounts Receivable — Management of Debt Collection

METRICS
Initiating Deliverable Receiving
Office/Entity (Output) Office/Entity
Accounts Submission of NASA OCFO Prepare and
Receivable Treasury Report on submit Treasury
Receivables Report on
(Centers & Agency) Receivables
(TROR) to OCFO
quarterly by the

NATS due date.
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SYSTEM COMPONENTS (EXISTING SYSTEMS)

IT System Title

IT System Description

Access
Requirements

SAP Integrated Financial Management User role at
System NSSC

TechDoc System for storing, reporting and User role at
documenting data NSSC

Federal System for NASA Human Resources | Read Only

Personnel/Payroll | and Payroll actions Access, Limited

System (FPPS) Access

CSNG Treasury System for managing and Supervisor Role
collecting debts due to the federal
government that > 120 days
delinquent

ServiceNow Workflow ticketing system for receipt, | User role at
management and routing of work NSSC
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CUSTOMER CONTACT CENTER STRATEGY

The NSSC Customer Contact Center Service Delivery Guide provides details regarding
routing and escalation of inquiries for this activity.
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ACRONYM LIST

ACH Automated Clearing House
AFBD Allowance for Bad Debt

AP Accounts Payable

AR Accounts Receivable

BOC Bill of Collection

CA Creditor Agency

CNC Currently Not Collectible

CS Civil Servant

CSNG Cross-Servicing Next Generation
CTR ABBREV Center Abbreviation

DCFO Deputy Chief Financial Officer
DMS Debt Management Services

DOl Department of Interior

DRN Document Reference Number
EPSS Enterprise Performance Support System
FA Functional Area

FAS Functional Area Statement
FBwT Fund Balance with Treasury
FOIA Freedom of Information Act
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FMD Financial Management Division

FY Fiscal Year

GL General Ledger

IDR Invoice Data Requirement Form
IPAC Intra-governmental Payment and Collection System
IRS Internal Revenue Service

JV Journal Voucher

OCFO Office of the Chief Financial Officer
TAS Treasury Accounting Symbol
TIN/EIN Tax Identification Number

TROR Treasury Report on Receivables
NASA National Aeronautics and Space Administration
NATS NASA Audit Tracking System
NSSC NASA Shared Services Center

P Period

PCA Private Collection Agency

POC Point of Contact

RTA Return to Agency

SNOW ServiceNow

SP Service Provider

WCF Working Capital Fund
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WO

Write-Off

WV

Waiver
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APPENDIX — A PAY.GOV

FINAHCIA_I. MANAGEMENT SERVICE

Pay.gov has been dewveloped o meet the Deparment of the Treasury's Financial Management Service Division’s commitment to
process collections ebsctronically.
Pay.gov is a secure, Government-wide, Internet collection portal.

Pay.gov provides the sbility to maks payments by check, credit card, or debit card 24-hours-a-day.
Pay.gov is Web-based, allowing customers to make payments from any computer with Internet access.
Pay.gov does MOT reguire s login |0 or password to use the service.

-
-
-

For Bank Account [ACH) payments you will need:

-
-
-
-
-
-
*
-
-
-

*

-

For credit or debit card payments you will need:

-

LI I O R A )

Account Holder Name
Payment Amount

Account Type

ABA Routing Mumber
Arcount Number

Cheack Number

Payment Date

Contact Telephans Mumber
Bill or Debt I Mumber
Contract’PO Mumber

Travel Authorization Number|
Type of Dbt

Account Holder Name
Payment Amount

Billing Address.

Card Type

Card Nurnber

Security Code

Expiration Date

Payment Date

Contact Telephons Mumber
Bill or Debt I Number
Contract’PC Number
Travel Authorization Number
Type of Dbt

“Flease note that cradit card payments cannot be made in increments higher than $24,899 89,
*However, note that there 5 no limit on debit card payments. Only Visa, MasterCard, AMEX, and Discover are accepted.

To make a payment:
Go o the MASA Shared Services Center (N35C) Web site at hitps:fwenw.nssc.nasa.gow’home.

On the right side of the screen, scroll down and click Pay NASA.

Select the appropriate MASA Center from the NASA Center drop-down rmenu.

Select Direct from the Transaction Type drop-down menu. Click the Submit button.

& payrment screen will appear. Payments can be made using an ACH Debit or 3 Credit Card.

Enter payment information in the fizlds provided. The required fields are marked with a red asterisk.

For Bank Account Debit {ACH) payment fransactions, select the desired Scheduled Payment Options:

L I ]

=« One Time Payment

= Multiple Paymeants allows you to schedule the Frequency of the Scheduled Payments a5 well 35 the Total Number of

Recurring Payments.

Click the Continue with ACH!Plastic Card Payment button if the payment information entered is cormect. To cancel the

payment, click the Cancel button.

Enter 3 personal email sddress to recaive a confirmation number at the end of your transaction. Pleass retain this number for

your records.

If you have any problems with the system during the payment process, please call Pay gov Custemer Service at 8D0-624-1373. For
all other inquiries, pleass contact the MS5C Customer Contact Center at 377-877-2123.

Tffks‘l'( OV
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APPENDIX — B SALARY OFFSET EMAIL TEMPLATE

Subject: Salary Offset Notification

Dear Customer,

Reference: Bill number: XXXXXXXXXX Dated: mm/dd/yyyy Dollar Amount: $  Center: XX

We are e-mailing this notice to remind you of your debt owed to NASA in the above referenced
bill. Please disregard this notice if your payment has already been made. According to NASA
policy, we are required to refer uncollected employee debts to the Department of Interior (DOI)
for collection through payroll deduction when the debt becomes 30 days delinquent. Your debt
is overdue and we will be forwarding it to DOI for processing if the payment is not received
within 30 days.

Prior to our referral to DOI, we want to ensure that you received the bill and if you have any
questions regarding this debt.

You can make your payment on-line at www.nssc.nasa.gov using the attached instructions, or if
you prefer, you may mail your payment to the following address:

NASA Shared Services Center

Attn: For the Accounts of (Name of Center)
Bldg. 1111, Jerry Hlass Road

Stennis Space Center, MS 39529

If you have any questions, or need further assistance, please contact the NSSC Customer
Contact Center at 1-877-677-2123 or by e-mail at nssc-contactcenter@nasa.qgov.

Thank you,

NSSC Accounts Receivable Team
Web: http://www.nssc.nasa.gov/customerservice
Customer Contact Telephone: 877-677-2123
Fax: 1-866-779-6772
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APPENDIX - C REQUEST TO COLLECT VIA SALARY OFFSET

(POD A-4)

A-04. Collection (by Payroll Deduction) of
Government Indebtedness

MEMORANDUM
To: Payroll Operations Division, Debt Management Branch, D-2640

From: Client Accounting Office

Subject: Collection (Payroll Deduction) of Government Indebtedness

Please initiate a biweekly payroll deduction to begin pay period . as follows:

Name:

SSN: XXX - XX -

Department:

Amount to be Deducted Per Pay Period § _

Cost Account, if Applicable

Bureau:

Total Amount to be Deducted $

Purpose of Deduction: (Please mark the appropriate box)

Federal Debt Recovery

poc#_
P.C. 61B (Involuntary) a
P.C. 61C (Voluntary) Q
Travel Advance (P.C. 65B) a
BOC #
Moving Allowance (P.C. 65F) a
BOC #
Approved by:
Name

1-877-677-2123

Telephone Number

Date

Controlled Unclassified

CLENT INTERFALE GUIDE
Ver 3.21 | EH Apr 2012

Privacy Act Statement: Information collected via this form Is covered by the Privacy Act of 1974 (5 U.5.C. 552a) and Privacy Action System of Records Notice DOT 85.
The: primary use of this information is to start, stop, or change entitlements and to process any voluntary or involuntary deductions on pay and leave issues,

The: information you furnish will be used to identify records properly associated with you to obtain any additional Information, If necessary, and to determine

any present or future entitferent. Disclosure may be made only to authorized persons according to Titke 5 U.S.C. Section 552a and for uses described in

System of Records Hotices DOL-85.
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APPENDIX — D SF 2805 COLLECTION FROM RETIREMENT BENEFITS

Request for Recovery of Debt Due the United States
Name of annuitant or former employee from whom collection is being sought (and other names under which employed: Retirement system (clreck onel
CSR3 FERS
Retirement claim number
CSA

Social Security Number Date of birth fremy/ddyayy)

Also show name of survivor of former employee, if applicable

Retirement claim number

CSF

Social Security Number l Drate of birth eemdedayy

Description of Debt

Name and address to which payment should be made Drate service terminated (rmn/de vy Amount of debt

H]

Amount of each installment

Drate claim accrued (mmadian)

L]
Appropriation or fund to credit ititle and symbol number), it Dishursing officer (name and symbol number), if applicable Additional interest {efeck ome)

sl
applicable | will acaue will not acerue

Reason for debt

Due Process

I hereby certify that the individual identified above owes the United States a debt in the amount certified; that procedures in 31 CFR 901, et
seq., and in 5 CFR 831 1801, et. seq., or 5 CFR 845 have been followed; and if ordered by a competent administrative or judicial authority,
we will reimburse OPM or repay the debtor the amount received from OPM within 15 days of the date of the order

Check all statements that apply.
The creditor agency MUST send the notice of intent to offset retirement benefits, even if there is a judgment for restituti
I_ Date of demand letter giving notice required by 31 CFR 901, et. seg¢ — — — — — — — > /
¢ Letter included notice of intent to offset retirement benefits? — — — — — — — > D Yes D No
* If no, notice must be provided before recovery is requested. Letter giving notice of intent to
offset retirement benefits was sent to debtoron . — — — — — — — — — — > / /

Judgment for restitution is attached.
Debtor acknowledged debt; copy is attached.

Debtor consented to collection from retirement benefits: copy is attached.

Debtor requested review/hearingon — — — — — — — — — — — — — — ——> /

|_
,_
,_ Debtor did not respond; but consent to collection 1s assumed.
|_

resulted in decision to collect the amount certified. No further review is available,
Date {mmvdd iyl

Review/hearing on / i
Signature of agency official making cenification

Title Telephone number (ineluding area code) Fax number including area code)

Office of Personnel Management
Report of Action on Request for Recovery

. Reti account is avai for i

El set-off. OFM will make payment to you as soon as possible,
b. Retirement deductions for the last known period of service have been refunded. Request for recovery has been filed for possible future action.

. Retirement account for the last known period of service has not been received al OPM. Request for recovery has been filed for possible future action.
d. Debtor has not filed an application for benefits. Request for recovery has been filed for possible future action.

€. Debtor has no amount to his credit in the Retirement Fund. Request for recovery has been filed for possible future action.

f. We are unable to identify the debtor from the data fumished. We will make another attempt after you enter the missing items and return all copies to us.
g. Other (specifi

Signature of autherized OPM official

Date {mudd vy

1.5, Office of Personnel Management

CSRSFERS Hmdbook for Personnel and Payrall Offices

Authori zed for Local Beproduction

Part | - To Office of Persormel Management

Standard Form 2605
Revised December 2005
Previous editions are not usable.
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APPENDIX — E TREASURY CROSS SERVICING CHECKLIST

Treasury Cross-Servicing Referral Checklist

Center

Debtor Mame

Date Debt E stablished

TINEIM

Original Amount of Debt
Intere=st, Penalties, and Admin Fe
Payments Made Against Debt

Total Amount RefFerred to Treasuwi

Reason For Debt

Cu=stomer Number

Bill Humber

reasury Ac:c:uunting Sumbol [TAS

|
I
I
I
[ s

Date of 1st Dunming Letter
Date of 2nd Dunning Letter

Date of Penalty Calculation

Is the Debt Yalhid and Legally Enforceabls I
Has Due Process been completed? I
Has the Bill been marked as sent to Treasury in 5

I= the debtor's address located in a Foreign Coun|

Comments

Aoz Aassossmreral Scorecardo
F= 0

SP POC Mame

CS POC Hame

applicable Customer cornmespondence

The following should be included with the checklist: Link to a copy the DOunning List and
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APPENDIX - F REESTABLISH DEBT COLLECTED AFTER WRITE OFF

Re-Establish Debt Postings
As of 9-23-2010

Appropriation (Fund)
Re Establish Bill of Collection - Refund to Approp - Normal Invoice

Doc Type Account DR/CR TP Fund Center Fund BA
DR Customer # (1310.3000) DR Derived AIN Appropriation AIN
DR 6720.0000 CR Derived AIN Appropriation AIN

Text: Re establish debt 18XXXX previously written off
Post Collection against Re Established Debt
See Day to Day, Collection from Treasury for Referred Debt - Refund to Approp
Reference: DRN

Post Credit Memo against Re Established Debt

Doc Type Account DR/CR TP Fund Center Fund BA
DR 6790.0000 DR Derived AIN Appropriation AIN
DR Customer # (1310.3000) CR Derived AIN Appropriation AIN

Reference: 15XXX cash posting SAP doc#

Other Revenue
Re Establish Bill of Collection - Other Revenue - Non Approp - Re established debt

Step 1 Doc Type Account DR/CR TP Fund Center Fund BA
DR Customer # (1310.3000) DR Derived AIN-ABBR NON3220 AIN
DR 5909.0000 CR Derived AIN-ABBR  NON3220 AIN

Text: Re establish debt 18XXXX previously written off

Step 2 Doc Type Account DR/CR TP Fund Center Fund BA
MR 5994.0000 DR 9900 AIN-ABBR  NON3220 AIN
MR 2985.0000 CR 9900 AIN-ABBR  NON3220 AIN

Post Collection against Re Established Debt
See Day to Day, Collection from Treasury fro Referred Debt - Other Revenue (Steps 1 and 2)
Reference: DRN

Interest
Re Establish Bill of Collection - Interest Revenue - Re-established debt
Step 1 Doc Type Account DR/CR TP Fund Center Fund BA
DR Customer # (1340.0000) DR Derived AIN-ABBR NON1435 AIN
DR 5319.0000 CR Derived AIN-ABBR  NON1435 AIN

Text: Re establish debt 18XXXX previously written off

Step 2 Doc Type Account DR/CR TP Fund Center Fund BA
MR 5994.0000 DR 9900 AIN-ABBR NON1435 AIN
MR 2985.0000 CR 9900 AIN-ABBR NON 1435 AIN

Post Collection against Re Established Debt
See Day to Day, Collection from Treasury for Referred Debt - Interest Revenue (Steps 1and 2)
Reference: DRN
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APPENDIX -G DEBT WAIVER REVIEW/APPROVAL PROCESS

o
< 1 Receive 2 \dentify 1" Combine ' i
[&) Debt type | Waiver . L Fnlln_w—up
wn (FM or HR) Package Actions
[%2]
z Y
Y
= 12
w 5 Obtai 10 i
0 O_btam F_M Sign AR CS Review
@ Chief Review Summary of the combined
[%2] and Approval Memo PDF waiver package
=z
LY
% ) 9 sign
Obtain HR Summary
Q Chief Review Memo PDF
2] and Approval FM
w
z
™ !
g o Review
Ay and edit
o Summary HR
3 Mema
2 ]
o
S
O=0
238
Q0= :
m [m) ‘Waiver Request
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APPENDIX -H WAIVER SUMMARY TEMPLATE - OIG FM VERSION

National Aeronautics and
Space Administration

NASA Shared Services Center
Stennis Space Center, MS 39529-6000

Date
Reply to Attn of: Financial Management Division
TO: Paul K. Martin, Inspector General, NASA Office of the Inspector General
FROM: Nicolina S. Tubbs, Chief, Financial Management Services Division, NASA

Shared Services Center

SUBJECT:  Recommendation for (Approval/Denial) of a Request to Waive Debt for (debt
reason)

The NASA Shared Services Center (NSSC) received a request for waiver from (Employee
Name), a (Current or Former) OIG employee, for the attached bill of collection (Bill Number) in
the amount of (§Amount) related to a (debt reason). Please review the information below and the
enclosed documentation concerning this debt and the employee’s waiver request.

Statement of Facts:
[Provide summary of events causing the debt in this paragraph.]

Summary of Employee Statement: On (Date), (Name of employee) requested a waiver of
the debt, stating the following:

[Insert employee statement in this paragraph.]
Waiver Analysis:

[Insert statement from NSSC FMD in this paragraph including policy references as appropriate.
Include authority for Center Director to approve waiver (e.g., NPD 9645.2 or 5 USC 5584)]
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Recommendation for Proper Disposition of Request:
NSSC recommends (Approval/Denial) of the waiver request based on the above facts and
analysis.

Nicolina S. Tubbs
Chief, NSSC Financial Management Services Division

(4) Enclosures:
1) Approval / Denial of Waiver Form
2) Bill of Collection and Supporting Documentation
3) Employee Waiver Request
4) Supporting Documentation
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APPENDIX - | WAIVER SUMMARY TEMPLATE-OIG HR

National Aeronautics and
Space Administration

NASA Shared Services Center
Stennis Space Center, MS 39529-6000

Date
Reply to Attn of:  Human Resources Services Division
TO: Paul K. Martin, Inspector General, Office of the Inspector General
FROM: Amy M. Alexander, Director, Human Resources Services Division, NASA

Shared Services Center

SUBJECT:  Recommendation for (Approval/Denial) of a Request to Waive Debt for (debt
reason)

The NASA Shared Services Center (NSSC) received a request for waiver from (Employee
Name), a (Current or Former) OIG employee, for the attached bill of collection (Bill Number) in
the amount of ($Amount) related to a (debt reason). Please review the information below and the
enclosed documentation concerning this debt and the employee’s waiver request.

Statement of Facts:
[Provide summary of events causing the debt in this paragraph.]

Summary of Employee Statement: On (Date), (Name of employee) requested a waiver of
the debt, stating the following:

[Insert employee statement in this paragraph.]
Waiver Analysis:

[Insert statement from NSSC HR in this paragraph including policy references as appropriate.
Include authority for Center Director to approve waiver (e.g., NPD 9645.2 or 5 USC 5584)]
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Recommendation for Proper Disposition of Request:
NSSC recommends (Approval/Denial) of the waiver request based on the above facts and
analysis.

Amy M. Alexander
Director, NSSC Human Resources Services Division

(4) Enclosures:
1) Approval / Denial of Waiver Form
2) Bill of Collection and Supporting Documentation
3) Employee Waiver Request
4) Supporting Documentation
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APPENDIX - J WAIVER SUMMARY TEMPLATE-UP TO 5K FM

VERSION
National Aeronautics and
Space Administration
NASA Shared Services Center
Stennis Space Center, MS 39529-6000
Date
Reply to Attn of: Financial Management Division
TO: Anita F. Harrell, Executive Director, NASA Shared Services Center
FROM: Nicolina S. Tubbs, Chief, Financial Management Services Division, NASA

Shared Services Center

SUBJECT: Recommendation for (Approval/Denial) of a Request to Waive Debt for (debt
reason)

The NASA Shared Services Center (NSSC) received a request for waiver from (Employee
Name), a (Current or Former) employee at NASA (Center) (Center abbreviation), for the
attached bill of collection (Bill Number) in the amount of ($ Amount) related to a (debt reason).
Please review the information below and the enclosed documentation concerning this debt and
the employee’s waiver request.

Statement of Facts:
[Provide summary of events causing the debt in this paragraph.]

Summary of Employee Statement: On (Date), (Name of employee) requested a waiver of
the debt, stating the following:

[Insert employee statement in this paragraph.]

Waiver Analysis:
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[Insert statement from NSSC FMD in this paragraph including policy references as appropriate.
Include authority for Center Director to approve waiver (e.g., NPD 9645.2 or 5 USC 5584)]

Recommendation for Proper Disposition of Request:
NSSC recommends (Approval/Denial) of the waiver request based on the above facts and

analysis.

Nicolina S. Tubbs
Chief, NSSC Financial Management Services Division

(4) Enclosures:
1) Approval / Denial of Waiver Form
2) Bill of Collection and Supporting Documentation
3) Employee Waiver Request
4) Supporting Documentation
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APPENDIX - K WAIVER SUMMARY TEMPLATE-UP TO 5K HR

VERSION
National Aeronautics and
Space Administration
NASA Shared Services Center
Stennis Space Center, MS 39529-6000
Date
Reply to Attn of: Human Resources Services Division
TO: Anita F. Harrell, Executive Director, NASA Shared Services Center
FROM: Amy M. Alexander, Director, Human Resources Services Division, NASA

Shared Services Center

SUBJECT: Recommendation for (Approval/Denial) of a Request to Waive Debt for (debt
reason)

The NASA Shared Services Center (NSSC) received a request for waiver from (Employee
Name), a (Current or Former) employee at NASA (Center) (Center abbreviation), for the
attached bill of collection (Bill Number) in the amount of ($ Amount) related to a (debt reason).
Please review the information below and the enclosed documentation concerning this debt and
the employee’s waiver request.

Statement of Facts:
[Provide summary of events causing the debt in this paragraph.]

Summary of Employee Statement: On (Date), (Name of employee) requested a waiver of
the debt, stating the following:

[Insert employee statement in this paragraph.]

Waiver Analysis:
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[Insert statement from NSSC HR in this paragraph including policy references as appropriate.
Include authority for Center Director to approve waiver (e.g., NPD 9645.2 or 5 USC 5584)]

Recommendation for Proper Disposition of Request:
NSSC recommends (Approval/Denial) of the waiver request based on the above facts and
analysis.

Amy M. Alexander
Director, NSSC Human Resources Services Division

(4) Enclosures:
1) Approval / Denial of Waiver Form
2) Bill of Collection and Supporting Documentation
3) Employee Waiver Request
4) Supporting Documentation
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APPENDIX - L WAIVER SUMMARY TEMPLATE-OVER $5K FM

VERSION
National Aeronautics and
Space Administration
NASA Shared Services Center
Stennis Space Center, MS 39529-6000
Date
Reply to Attn of: Financial Management Division
TO: Daniel J. Tenney, Associate Administrator Mission Support Directorate
FROM: Nicolina S. Tubbs, Chief, Financial Management Services Division, NASA

Shared Services Center

SUBJECT: Recommendation for (Approval/Denial) of a Request to Waive Debt for (debt
reason)

The NASA Shared Services Center (NSSC) received a request for waiver from (Employee
Name), a (Current or Former) employee at NASA (Center) (Center abbreviation), for the
attached bill of collection (Bill Number) in the amount of ($ Amount) related to a (debt reason).
Please review the information below and the enclosed documentation concerning this debt and
the employee’s waiver request.

Statement of Facts:
[Provide summary of events causing the debt in this paragraph.]

Summary of Employee Statement: On (Date), (Name of employee) requested a waiver of
the debt, stating the following:

[Insert employee statement in this paragraph.]

Waiver Analysis:
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[Insert statement from NSSC FMD in this paragraph including policy references as appropriate.
Include authority for Center Director to approve waiver (e.g., NPD 9645.2 or 5 USC 5584)]

Recommendation for Proper Disposition of Request:
NSSC recommends (Approval/Denial) of the waiver request based on the above facts and
analysis.

Nicolina S. Tubbs
Chief, NSSC Financial Management Services Division

(5) Enclosures:
1) Approval / Denial of Waiver Form
2) Recommendation of Approval/Denial of Waiver Form from NSSC
3) Bill of Collection and Supporting Documentation
4) Employee Waiver Request
5) Supporting Documentation
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APPENDIX — M WAIVER SUMMARY TEMPLATE-OVER $5K HR

VERSION
National Aeronautics and
Space Administration
NASA Shared Services Center
Stennis Space Center, MS 39529-6000
Date
Reply to Attn of: Human Resources Services Division
TO: Daniel J. Tenney, Associate Administrator Mission Support Directorate
FROM: Amy M. Alexander, Director, Human Resources Services Division, NASA

Shared Services Center

SUBJECT: Recommendation for (Approval/Denial) of a Request to Waive Debt for (debt
reason)

The NASA Shared Services Center (NSSC) received a request for waiver from (Employee
Name), a (Current or Former) employee at NASA (Center) (Center abbreviation), for the
attached bill of collection (Bill Number) in the amount of ($ Amount) related to a (debt reason).
Please review the information below and the enclosed documentation concerning this debt and
the employee’s waiver request.

Statement of Facts:
[Provide summary of events causing the debt in this paragraph.]

Summary of Employee Statement: On (Date), (Name of employee) requested a waiver of
the debt, stating the following:

[Insert employee statement in this paragraph.]

Waiver Analysis:
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[Insert statement from NSSC HR in this paragraph including policy references as appropriate.
Include authority for Center Director to approve waiver (e.g., NPD 9645.2 or 5 USC 5584)]

Recommendation for Proper Disposition of Request:
NSSC recommends (Approval/Denial) of the waiver request based on the above facts and
analysis.

Amy M. Alexander
Director, NSSC Human Resources Services Division

(5) Enclosures:
1) Approval / Denial of Waiver Form
2) Recommendation of Approval/Denial of Waiver Form from NSSC
3) Bill of Collection and Supporting Documentation
4) Employee Waiver Request
5) Supporting Documentation
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APPENDIX — N MANAGEMENT OF WAIVERS BY DEBT TYPE

Type of Debt

Waiver Policy

Waiver Approval

Threshold

Salary Overpayment - erroneous NPD 9645.2F Up to $5000 - NSSC ED
payment of salary as a result of Over $5000 - AA MSD
various benefit (FEHB, FEGLI, etc.) or

SCD actions/corrections

Travel Overpayment - erroneous NPD 9645.2F Up to $5000 - NSSC ED
payment Over $5000 - AA MSD
Relocation Overpayment - NPD 9645.2F Up to $5000 - NSSC ED

erroneous payment

Over $5000 - AA MSD

Student Loan Repayment

Personnel Bulletin

Up to $5000 - NSSC ED

2019-18-SS Over $5000 - AA MSD
NASA Recruitment, Redesignation, | Personnel Bulletin Up to $5000 - NSSC ED
Relocation, Retention Incentive 2019-18-SS Over $5000 - AA MSD
Government-wide Recruitment, Personnel Bulletin Up to $5000 - NSSC ED
Redesignation, Relocation, 2019-18-SS Over $5000 - AA MSD

Retention Incentive

Voluntary Separation Incentives

Personnel Bulletin

Up to $5000 - NSSC ED

2019-18-SS Over $5000 - AA MSD
Unearned Leave (Annual or Sick) Personnel Bulletin Up to $5000 - NSSC ED

2019-18-SS Over $5000 - AA MSD
Physician's Comparability Personnel Bulletin Up to $5000 - NSSC ED
Allowances 2019-18-SS Over $5000 - AA MSD
Effect of Subsequent Employment | Personnel Bulletin Up to $5000 - NSSC ED
with the Government 2019-18-SS Over $5000 - AA MSD
Home Leave Personnel Bulletin Up to $5000 - NSSC ED

2019-18-SS Over $5000 - AA MSD

Employee Service Agreements for
Training, Education

Personnel Bulletin
2019-18-SS
(replaces NPD
3410.2)

Up to $10,000 - NSSC ED
Over $10,000 - AA MSD
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Note: All waiver requests for OIG
employees are decided by the
Inspector General

NPD 9645.2F
Personnel Bulletin
2019-18-SS

All dollar values
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APPENDIX - O DEBT HEARING/DEBT RECONSIDERATION RESULTS
TEMPLATE

Mational Aeronautics and

Space Adminisiration

MASA Shared Services Center
Stennis Spacs Center, M5 3B523-8000

Date
Reply o amoi Finaneial Management Services Divizion
T {Customer Mame)
FROM: Eally I Landrnum, Lead Accountant Accounts Becervable, MASA Shared Services
Cantar

SUBJECT: FReconsideration Fasults

Diear (Customer Mame)

O {data), vou wera notified that vou were overpaid for pay periods endmg (roox) through (ool
The net amount of the debt currently owed by vou i § ).

Reconsideration Resultz. You submitted a timely raquast for review of your debt on (date). In
response, NESC has performed an mftrmal reexamimation (“Feconsiderastion™) of your pay
records in order to validate the amownt of debt vou owe and fo sati=fy amv doubts yvou may have
reparding the amount or validity of your debt. Raconsideration of your debt 15 the mitizl step m
the hezring process. Affer reviewing the resultz of the Feconsideration, you may decide not to
proceed with the formal hearing process. However, if vou wish to continue with a fornmal hearing,
vou et notefy NE3C of your intant by (date), which 1= 30 days from the date of this letter. NESC
has datermined vour debt is valid for the following reasons:

{List reasons)

Payment of Your Debt. If vou do not wish to continue with 2 formal hearmg, please pay the debt
in finll by {date).

Continuing with a Formal Hearing, If vou wish to continme with 2 formal hearing m ordar to
dispute the validity or amount of vour debt, you must notify WSSC of your ntent in writmg b
{date), by faxmg or mailing vour raquest to contime to:

Employes Aszistance Fax Number 1-B66-779-155C
NESEC Customer Service email: nese-contacteantar@naza gov
Wizil: WASA Shared Services Canter (WE3C)
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Atin: Accounts Recanable
Building 1111, Jarrv Hlass Foad
Stenmiz Space Center, M5 39520

If Yon Take No Additional Action. If vou do net netifiy NS5C of your intent to continue with a
formal hearing, pav vour dabt m full. NMSSC 1z requured b statots to collect vour debt wang other
collaction procedures. Beginming on (date), WESC will nutiate collection of the dabt orvolwtanh:
fromn your pay by usmyz salary offset procadures (payroll deductions) as outhmed ;o the dabs
notification you recelved on (dats).

If vou require firther assistancs pleaza contact our toll fres mumber at 1-2800-333-3043,

Eally I. Landrm
Lead Accountant Accoumnts Faceivabla, FMASA Shared Services Centar

{2y Encloznres:
1) Hearing Patition received on (data)
2) Debt validity analyzis
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APPENDIX — P DEBT HEARING ACKNOWLEDGMENT NOTIFICATION

TEMPLATE

Maticnal Aercnautics and
Space Administration

MNASA Shared Services Center
Siennis Space Center, M5 395229-G000

Date
Reply o amm o Financial Management Services Division
TO: {Customer MName)
FROM: Eelly I. Landrum_ I ead Accountant Accounts Feceivable, NMASA Shared Services
Center

SUBJECT: Hearing Motification

Dear (Customer MName)

On (date), vour written notification requesting a hearing was received.

You will be sent a Notice of Hearing with the date, time, and location of wour hearing at least
twenty (1) days before the hearing. A hearing will eanera]l‘.- be held by telephone. However, an

appearance by video-teleconference (WVTC) may also be arranged if the DOT determined that VIC
15 macessary to examine the facts or issues invelved in the appeal. Your hearing may take

to schedule if the DOI needs further documentation for clarity.

longer

There may also be cases in which the issues are decided solely on the documentary evidence and
without am oral hearing. The DOT will issue a decision on vour case which will become the final

decision of the Department.

Responding to the Hearing Requoest

Once vou receive the Motice of Hearing, contact our office of the Notice of Hearing within (5}

days of receiving it.

Employee Assistance Fax NMumber 1-866-779-M35C

NSSC Customer Service email: nssc-contactcenter@nasa. gov
hiail: WASA Shared Services Center (NS5

Atim: Accounts Receivable

Building 1111, Jerry Hlas=s Foad

Stennis Space Center, MS 39529
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Eelly I Landrum
Lead Accountant Accounts Feceivable, WASA Shared Services Center

(1) Enclosures:
1) Hearing Petition received on (date)
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APPENDIX — Q POST HEARING DEMAND LETTER TEMPLATE

Mational Aeronautics and
Epace Administration

MASA Shared Services Canter
Stennis Spacs Center, M5 2B520-8000

Drate
Eeply be amm of. Financial Management Services DMvision
TO- {Cusztomer MNama)
FE.OM: Micolina 5. Tubbs, Chief Fmancial hMManasemant Services Divizion, WASA

Shared Services Canter

SUBJECT: Debt Hearing Dietermmation

Drear (Customer Nams)

Omn (date) the NSSC sent vou a notification of indsbtedness to MASA m the amount of §, as 2
rezult of an overpayment of pay and allowances. On {date]), you submitted a petition fora
hearing based on the accuracy of tha dabt. A thorough invesztipation was conducted and the
hearing official has determimad the dabt to be walid.

Apcordmg to NASA policy, we are required by statute fo collect the debt namg other collechion
procedures. Begmming on (data), NS5C will imtiate collection of the debt mvoluntarily from your
pav by using salary offset procedures (pavroll deductions) az outlined inm the dabt notification vou
recervad on {data).

You can make vour payment on-line at www.ns=c nasa gow using the attached mstructions, or if
you prefer, you may mail vour payment to tha following address:

MASA Sharad Services Centar

Attn- For the Accounts of (Name of Canter]
Bldg 1111, Jarry Hlasz Foad

Stennis Space Center, WS 39525

Please con=ult the WSSC for mformation concaming your nght to request a warnver of the
eollection of your debt. A raquest for a wanrer must be received withm thraas (1) years after the
erronecus payment was discoverad.
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If vou have anyv questions, or nead forther az=zistzncs, pleazs contaet the MSSC Custorner Contact
Centar at 1-B77-677-2123 or by e-mail at nesc-contactoen:

Micolina 8. Tukhbs
Chiaf, NS5C Fmancial Managemant Services Divizion

{3} Enclosures:
1) Imitial bill
2} The smplovea’s petihion for 2 hearing
3) The hearing official’s determination
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APPENDIX — R TICKET ELEVATION TO ACCOUNTS RECEIVABLE L3

Elevation to L3: All Cases/Tasks must be researched and fully documented prior to
being elevated to L3. Listed below is the order of elevation for all Cases/Tasks.

Order of Elevation:

L2 Payment Processor / Account Maintainer
L2 AR SP Supervisor or designee
L3 Primary POC. If the primary POC is unavailable the L3 Back up POC
L3 AR Supervisor, if needed.

5. All returns for additional information are returned to L2 AR SP Supervisor or designee.
Prior to Elevating a Task ticket to L3, please input the following information into the work
log of the task:

b=

Customer name

Customer Contact information (if applicable)
Customer SAP Account #

BOC#s

All e-mail Communications related to the Task ticket
Activity or steps taken prior to elevation

Reason for elevation

State what is requested from L3

N WDN

Types of tickets to be elevated to L3: Listed below are some of the more common
issues that should be elevated to L3. Please note that this listing is not all inclusive.

1. All policy related questions should be routed to L3 for determination

a. L2 must reference any applicable Treasury, NPR, SDG, EPSS, or OCFO
guidance in the Case/Task in question.

b. If there is not a policy related to the issue or if L2 is unsure of which policy is
applicable to the matter, L2 must confer with the AR L2 Supervisor or designee
prior to routing the ticket to L3.

c. L2 must document in the ticket the areas checked for guidance such as the SDG,
EPSS, or NPR/NPD.

2. Customer Complaints and Treasury (CSNG) disputes
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a. Prior to routing a Tasks to L3, L2 should try to determine the reason for the
complaint from the customer. Distinguish a customer dispute, Treasury dispute or
a waiver request by making sure that the customer is claiming that they do not
owe the charges on the bill. If the customer is requesting to speak to someone
from L3, elevate the ticket with details.

i. If the case is determined to be a dispute, determine whether the dispute
is a Treasury dispute or a dispute of the validity of the bill.

ii. If the dispute is over the validity, AR L2 will route to the functional area
who originated the bill. The functional area will review the bill for
validation.

b. If the request is determined not to be a valid dispute, AR L2 will provide the
details of the original communication, if applicable in the notes of the work log
(i.e., what charges on the bill that the customer does not agree with).

c. Relate Cases/Tasks that are related to the complaint or Treasury dispute.

d. Ifitis determined to be a Treasury Dispute, AR L2 will escalate the ticket to AR
L3 immediately.

e. Disputed debts from Treasury are time sensitive and should be routed to L3
immediately with the applicable supporting documentation.

Note: All disputed Reimbursable bill of collections must be routed to the Center
for review.
3. TROR and CMP Returns

a. Document the history of the CMP.

b. Begin the correction process if applicable.

c. Route to L3 for review and approval.

Note: Questions from OCFO related to the TROR and CMPs should be elevated
to L3 immediately with any notes attached.
4. Request for payment plans

a. Determine if the debtor is a current NASA employee. If so, L2 should initiate a
voluntary salary offset.

b. Non-NASA Employees- provide the Center, customer number, bill of collection(s)
number, and customer contact information, then contact customer for payment
negotiation.

c. As soon as payment plan is negotiated, L2 place the dunning block on the
account.

5. Request for Waiver/Waiver Determination (Please see waiver process for detailed
steps.)
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a.

L2 should complete the waiver letter, including all pertinent supporting
documentation. Once complete, the task should be routed to L3 for review as
indicated in the waiver process.

If the waiver determination is received via e-mail to Contact Center, L2 will route
waiver determination to L3 so the debtor can be notified.

Once debtor is notified, L3 routes task to L2 to take the appropriate action i.e.,
remove debt from accounting system or continue collections.

6. Salary Offset Notification (Friendly Reminders)

a.
b.

c.
d.

e.

L2 should determine which employees should be sent the friendly reminders.
Populate the appropriate information into the salary offset notification such as the
bill number, customer name, dollar amount, and bill date.

Route the notification for review and approval to L3 via task

L3 review/approval the request and send the task to L2 to e-mail the notice to the
employee using the AR mail box.

After the notification is submitted route the task back to L2 who will save a copy
in TechDoc and hold the ticket until DOI sends Payroll deductions.

7. Request for “Paid in Full” on receivables

a.

b.

Determine if the debtor can be provided an account statement to fulfill the
request. If so, L2 should initiate an account statement and send to debtor.

If the customer has requested a receipt of check or “paid in full” on the account
statement, L2 will elevate to L3 to finalize.
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APPENDIX — S PERSONAL FINANCIAL STATEMENT TEMPLATE

[ clearRecord | | Print Record

MNATIOMNAL AEROMNAUTICS AND

SPACE ADMINISTRATION PERSONAL FINANCIAL STATEMENT

MNASA SHARED SERVICES CENTER
STEMMNIS SPACE CENTER. MS 38522-6000

CONFIDENTIAL Bill of Collection No. I |
Statement Date | |

Instructions:

1. Complete all blocks. Wite "MN/AY in blocks that do not apply.
pe Usze addiional sheets or back of page where space is insufficient.
3. Must provide the following with financial statement:

a. Last two pay stubs

k. Last tax return

c. Proof of major expenses listed in “Fixed Monthly Expenses”
4. Submit documentation to:

MASA Shared Services Center
ATTHN: Accounts Receivable
Bldg. 1111, Jerry Hiass Rd
Stennis Space Center, MS 39529

Privacy Act Notice:

Per 31 CFR 901.8, if a debtor is financially unable to pay a debt in one lump sum, agencies may accept payment in regular
installments. In order to validate and approve a request to pay such debts via regular installment payments, NASA requires the
below information from the debtor. Your social security number will be used for purposes of collecting and reporting any
delinquent amounts you owe to the United States. Disclosure is voluntary. Howewver, if the information is not fumished, yvour
eligibility for a payment plan will be denied. The responses you submit are confidential and protected from unauthorzed

disclosure by 38 U.S.C. 5701,

PFERSONAL INFORMATION

MName |

|SSN I

Address |

| Birthdate |

City, State, Zip |

| Mo. of Dependents |

Telephone Mo. [

HOUSEHOLD ANMUAL INCOME
{Attach supporting documents)

SECTION I

HOUSEHOLD ESTIMATE OF ANNUAL EXPENSES
{Attach supporting documents

Salary, Bonuses & Commissions Income Taxes
Dividends & Inferest Other Taxes

Rental & Lease Income (Met)

Insurance Premiums

Other Income

Mortgage Payments

Rent Payable
Other Expenses

o —

NESC-Form-D00OS 12/ 2020 PREVIOUS EDITIONS ARE OBSOLETE

Page 1of 2
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| ClearRecord | | Print Record

MATIOMAL AEROMNAUTICE AMND

SPACE ADMINISTRATION PERSONAL FINANCIAL STATEMENT

MNASA SHARED SERVICES CENTER
STENNIS SPACE CENTER. M5 38528-8000

CONFIDENTIAL Bill of Collection No_
SECTION Il

MORTGAGES [Attach supporting documents)

Mortgage Company Address Start Date Payment Amount Balance Due

Fixed Monthly Expenses (Attach supporting documents)

Monthly Payment

Payable To Type of Expense When Due Amount

Total

For the purpose of requesting a payment plan, | furnish the foregoing as a true and accurate statement of my financial
condition. Authorization is hereby given to NASA to verify in any manner it deems appropriate any and all temns indicated
on thig statement. The undersigned also agrees to notify the NASA Shared Services Center immediately in writing of any
significant adverse change in such financial condition.

Printed Name Signature Date

NSSC-Form-DD08  12/2020 PREVIOUS EDITIONS ARE OBSOLETE FPage 2af2
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APPENDIX — T INSTALLMENT PAYMENT NOTE LETTER TEMPLATE

National Aeronautics and
Space Administration

{Center Name}
{Center Address}
{City, State Zip Code}

{Date}
{Debtor Company}
{Attn: Person Signing Installment Payment Note}
{Debtor Address}

{City, State Zip Code}

SUBJECT: Request for Payment of debt in arrears

Please sign, date, and return the enclosed installment payment note with your initial
payment of {Dollar Amount}. This payment is due by {Date}. The note covers your bill
{Bill No.} in the amount of {Bill Amount} for payment of debt in arrears.

Promptly signing and returning the note can avoid penalties and administrative charges.
The terms of the note are {No. of Payments Monthly or Quarterly} payments with
interest at 3% per annum to be paid in quarterly installments of {Monthly or Quarterly
Installment Amounts}, with the first payment due on {Date} and the final payment of
{Dollar Amount} due on {Date}. Timely payment per terms of the note will satisfy your
outstanding bill of {Bill Amount}.

In the event of default on this note, the whole sum will become due immediately. In the
event payment is not received, your delinquent account may be referred to a private
collection agency or the U.S. Treasury for collection action.
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Please direct any question regarding the delinquency of this notice to NSSC Contact
Center at 1-877-677-2123 (1-877-NSSC123) or e-mail at nssc-

contactcenter@nasa.gov.

NASA Shared Services Center
FMD -Accounts Receivables Branch

() Enclosures
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APPENDIX - U AMORTIZATION SCHEDULE
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APPENDIX -V PAY.GOV’S PAYER PROFILE

Each of the fields will be explained for Create Payer Profile on Process 14 - Step 1.B.4

When the box is checked, fields for
additional required information are
shown. (Step 6.)

Step | Field Description Required/
Optional
a Agency From the dropdown list, select the Required
Application | agency application the profile is being
Name created for.
b. Payer ID Enter a Payer ID, The number of Required
characters allowed is limited to the
number configured for your application
(section 4).
C. Account Enter the name of the persen/entity Required
Holder opening the account used in the profile.
Name
d. Active Date | The date the profile becomes active. Required
The default 15 the current date, but can
be a future date.
Clicking on the field opens a calendar
where you can choose the date.
e Inactive Enter an expiration date for the profile. | Optional
Date Leave this field blank if the profile will
not expire.
Clicking on the field opens a calendar
where you can choose the date.
Attempts to process a transaction using
an inactive (expired) profile will fail.
Note: Even after the Inactive Date, any
pending deferred or recurring
payments will be processed normally.
These payments can be canceled
f. Account Select the account type from the Required
Type dropdown list.
g Routing Enter the routing transit number (RTN) | Required
Number for financial institution having the ACH
account used for the profile.
h. Account Enter account number to be used for Required
Number payments.
L Foreign This checkbox only appears if the Optional
Funding selected agency cash flow application
Checkbox | allows use of foreign-funded accounts.
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Each of the fields will be explained for Foreign Funded Account on Process 14 - Step

1.B.5
Step | Linked Account Field Description Required/
Optional
a. Account Holder Address | Enter the Account Required
Holder's Sireet Address.
b. Account Holder City Enter the Account Reguired
Haolder's City.
C. Account Holder Country Select the Account Reqguired
Holder's Country from
the dropdown list. The
default is United States.
. Account Holder Select the Account Reguired
State/Province Holder's State or only for the
Province. US and Canada | United
only. The field is disabled | States and
if mot required for the Canada.
selected country.
£ Account Holder Enter the Account Regqguired
Zip/Postal Code Holders ZIPcode or only for the
Postal Code. The field wall | Uniated
be disabled if not States and
required for the selected Canada
country.
= Tax ID Mumber/Date of Select either the Reqguired
Birth. customer’s Tax
Identification Number
(TIM) or the customer’s
Drate of Birth and then
enter the information.
Omly one of these choices
must contain
information.
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APPENDIX - W PAY.GOV’S RECURRING PAYMENT INSTRUCTION

Each of the fields will be explained for Foreign Funded Account on Process 15 - Step

1.B.4

Field

Required or
Optional

Description

Application Name

Required

Select your agency application from
the dropdown list.

Agency Tracking ID

Optional

A unique ID you create, assigned to
the transaction. It must be unique
within your agency.

If no agency tracking 1D is entered,
Pay.gov will create and assign one.
The Agency Tracking 1D identifies
identify the transaction in reports
and online searches, and to associate
subsequent activities, such as a
refund, with the original transaction.

Payment Amount

Required

The total amount being paid in U.5.
dollars.

Payment Date

Required

The default date is the next business
day. If allowed by the selected
application, you can enter a deferred

payment date of up to three years in
the future.

Malke This a Recurring
Payment Checkbox

Optional

Shown if the selected application
allows recurring payments.
Selecting the checkbox displays the
recurring ACH payment fields.

Frequency

Required only
if recurring

checkbox is
selected.

How often the recurring payment will
be made. For example, twice a month

{bi-monthly).

Select frequency from the dropdown
List.
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Number of Payments Required only | The total number of recurring
if recurring payments to be made.
payments
checkbox is
selected.
Estimated End Date Automatically | Calculated by Pay.gov form the
calculated payment date, frequency, and
number of payments. For example,
the payment date (first payment) is
March 1, the payment recurs twice a
month, and the number of payments
iz seven. The estimated end date
would be June 1.
Field Required or | Description
Optional

Email Address Optional The ACH account holder’s email
address. It may be selected later to
send a transaction confirmation to
the cardholder.

Payer ID Optional If allowed by the application, you may
be able to enter (or browse for) the ID
assigned to the payer's profile they
created in Pay.gov.

Entering a Payer 1D will automatically
populate the payer's personal and
account information fields from the
information in their profile.

Account Holder Name | Required The ACH account holder's first and
last name. If'a Payer ID is entered,
Pay.gov automatically enters the
account holder name for you.

Account Type Required Select the ACH account type from the
dropdown list.

Routing Number Required Enter the Routing/Transit Number

(RTN) of the financial institution
having the payer's ACH account.
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Account Number Required Enter the payer's ACH account
rmumber at their bank/financdal
nstitution.

Confirm Account Required Enter the payer's ACH account

Number number again.

Field Required or | Description

Optional
Agency Memo Cptional Enter any additional information your

agency requires for the transaction.

See Table 16 in section 1z for a list of
the characters allowed.
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APPENDIX — X ACCOUNT STATEMENT TEMPLATE

National Aeronautics and Space Administration
NASA Shared Services Center
Stennis Space Center, MS 39529-6000

Account statement

Name (Date)
Address
City, State Zip
Your account with us
Customer (&)
Account statement from MM/DD/YYYY to MM/DD/YYYY
Doc Number Doc Date Transaction Amount
Balance carried forward MM/DD/YYYY
Doc# Description DR 0.00
Payment DG 0.00
Payment DG 0.00
Payment DG 0.00
Payment DG 0.00
Balance As of MM/DD/YYYY 0.00

If you have any questions regarding this statement, please contact the NSSC Customer Contact Center by phone
at (877) 677-2123 or email nssc-contactcenter@nasa.gov.




NSSC NSSDG-9200-0007 Version 12.0

H H H Number
Service Delivery Guide Effective Date: January 19, 2022

Expiration Date: January 19, 2024

Page 268 of 270

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Management of Debt Collection

APPENDIX - Y “PAID IN FULL” STATEMENT TEMPLATE

National Aeronautics and

Space Administration

NASA Shared Services Center
Stennis Space Center, MS 39529-6000

Date XX/XX/XXXX

Customer #XXXXXX
Customer Name

Customer Address

Subject: Bill of Collection #

Dear Customer Name:

This is to inform you that the debt installment agreement pertaining to the above Bill of
Collection in the amount of $ was fulfilled and paid in full.

Please retain this documentation for your files.

If you have any questions, or need further assistance, please contact us at
1-877-677-2123 (1-877-NSSC123) or by e-mail at nssc-contactcenter@nasa.gov.

Thank you,

NSSC
Accounts Receivable Team
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APPENDIX — Z SOURCE ENTRY TEMPLATE

NASA Shared Services Source Entry

CASEFINANCE REQUEST FMCO294666

o
Conter Cost Center Fund Order | WES Element PE | Business Area Document Header Text Reference
7/25/2021 71 SEME220210 a0 |21 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
FB50 1003396838 7/25/2021 NONFED |21 $5MI220210) 5021 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339535 7/25/2021 235,874.43 | NONFED |22 $5MX220210) 40|22 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339835 7/28/2021 1238,874.43] ] S5ME220210) 50|22 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
7/25/2021 NONFED |23 SEME220210) 4028 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
7i25/2021 (253,259, 15| NONFED [ 23 55MX220210) 5023 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
7/28/2021 B4,323.01 |NONFED |24 S5ME220210) a0 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339841 77252021 NONFED |24 5024 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339842 25/2021 151,203.53 | NONFED |62 S5MX220210 4062 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339842 125/2021 151,203.53) 62 S5MX220210 5082 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339843 7/23/2021 NONFED |64 | 55Mxz20210) EE AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339843 7/25/2021 HONFED |64 ]@ 5068 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339844 7/25/2021 35591202 [NONFED |72 SEMN220210) 40|72 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339544 7/29/2021 6500 9995 1359,912.02] NONFED |72 55ME220210) 50|72 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
FB50 100339845 7/25/2021 NONFED | 76 |5sMxaz0210 40|76 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
FB50_| 100339845 7/25/2021 6 SEME220210) 5076 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
FE50 [100339845 7i25/2021 SSMX220210) 40| AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
FB50 | 100339846 7/28/2021 |55ME220210) 505 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
FB50_| 100339847 7/28/2021 §3,728.31 | NONFED. SSMN220210) 40 | 1 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
FA50 (100339847 RIELTECER 22205956 153,728 31 NONFED SEMXI20210) 5001 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
I I I I I
Explanation lﬂ&lmv UNFUNDED LEAVE SOURCE ENTRY FOR JULY 2021
Cerrecting Entry Sowrce Entry ____ X
13 alLod the supporting documentation attached? Yes —r Mo _—
ond location of supparting i not attached
Prepared By Jennifer & Myers Approved By Kelly Landrum
Title and Office Symbol Accounts Receivable Title and Office Symbol AR Lead
: Digitaliysignedby ity s ¥
Jennifer Myers..ciec s (shiste) KELLY Landrum s & e
Skgnature Date: 2021.07.30 Signature TR 0730133003 0300

(atil

073643 0500"
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APPENDIX — AA DUNNING BOT - ACTIVE NASA EMPLOYEE
PROCESS WORK FLOW

Dunning Process — Active NASA Employees- Friendly Reminder Process

If debt is over 60
days old the BoT
BoT Saves Aging does a search of
Report Daily Report on the »|  ServiceNow for
N:Drive payments and
Friendly Reminder
ServiceNow record

Payment
Received?

BoT

ServiceNow record,
e task closed

No Payment received -
Friendly Reminder
ServiceNow record created
and routed to Accounts
Receivable L3 for review

|
—

Received Friendly Reminder task

record from Accounts Receivable L3, N
" i . [ ServiceNow record,
click check box on ServiceNow record >
N 5 P task closed
Friendly Reminder is sent to employee

Accounts Receivable
L3

Accounts
Receivable L2

Dunning Process — Active NASA Employees- Salary Offset Process

If debt is over 60

days old the BoT

BoT runs Aging BoT Saves Aging does a search of
Report Daily Report on the P ServiceNow for

N:Drive payment and the

“Friendly Reminder”
ServiceNow record

Payment
Received?

BoT

ServiceNow record,
task is closed

Review and Approve

Accounts
Receivable L3

Salary Offset form
No y
—
Yy

o -
i - No Payment received -
£ creates Salary Offset end Salary Offsef
> ﬁ ServiceNow task iscreated form to DOI via
2 .= and routed to Accounts ServiceNow
2 8 Receivable L3 for review

[T}

o




