Appendi x H
H 1 Revi sed: TM No. 13 (10/00)

ORGANI ZATI ON UNI T WORKOUT GROUPS

H Section 1.0 General

Pursuant to Section 4.04 of Chapter 9, "Transfer to

Organi zation Unit Workout G oup,"” organization units involved
in direct |oan, guaranteed |oan, grant, and cooperative
agreenment progranms nust refer debts which are 90 days
del i nquent to an organi zation unit workout group for intensive
coll ection action. Follow up procedures by the workout group
will be the same for other receivables, i.e., general or trade
accounts receivabl e.

The organi zation unit workout group(s) should be conprised of
at | east three organization unit line officials. It is
strongly recommended that |egal counsel and a program officer
serve as workout group nenbers on an advisory basis. The
organi zation unit workout group nmenbership shoul d be

desi gnated by the Chief Financial Oficer (CFO of the

organi zation unit.

H Section 2.0 Resolution Period

The organi zation unit workout group will have a period of up
to 90 days to take collection actions necessary to protect the
Governnment's interest on seriously delinquent debts (see
Chapter 9, Section 5.02).

H Section 3.0 Responsibilities

The organi zation unit workout group will be responsible for:

.01 Developing a followup plan which may include, but
is not limted to, tel ephone calls, on-site visits,
and letters to ensure that the recipient remts the
noney to the Federal Government. A continuing
assessnment will be made on the cost-effectiveness of
the followup plan to ensure that the cost of
collection efforts does not exceed the value of the
out st andi ng bal ance.

.02 Providing a status report (for each debt) of actions
taken by the workout group to the organization
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unit's Debt Managenent O ficer (DMO). The status
report should be provided no | ater than 120 days
after the debt has been in the workout group and
shoul d i nclude a determ nation of what action the
wor kout group has taken to resolve the debt. [If no
determ nation/ recommendation is made by the workout
group at the end of the 120-day period, a report
will be made to the organization unit CFO (see
Chapter 9, Section 5.02).

Noti fying | egal counsel of the outstanding debt and
requesti ng appropriate | egal action, including
litigation, if recomended by the workout group.

Noti fying the accounting or finance officer and/or
the DMO of those debts that should be turned over to
commercial coll ection agenci es.

Reporting nonthly to the accounting or finance

of ficer and/or the DMO, by account or award nunber,
the dollar value of each case and its status during
the nonth (i.e., in |liquidation, or schedul ed for
adm ni strative, salary, or inconme tax offsets,
etc.). (See Exhibit H-1 for an exanple of this
report.) |If a separate group has been established
for liquidation activity, that group should report
informati on on status of accounts directly to the
accounting or finance office.

Monitoring the progress of the above-nentioned
actions by nonthly summari es and neetings to decide
time sensitive servicing actions. The organization
unit workout group will prepare a case summary
considering the appropriate facts of the case and
the assessnment of collectibility. 1In consultation
with the accounting or finance officer, an all owance
for potentially uncollectible debts will be

establi shed at the begi nning of each fiscal year.
Losses will be witten-off against the all owance.
Al wite-offs nust be concurred with by the | egal
counsel and will conply with the requirenments of
this appendi x and Chapter 10 of this Handbook. If
the debt witten off is older than two years, then
coll ection action will be suspended and the debt
will be placed in an account entitled “Currently Not
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Col l ectible.@ (See Handbook Chapter 10 Section 2.02
and Treasury’'s revised wite-off policy at
Treasury’s Financial Managenment Service website.)

.07 O her specific actions are to be taken by the
organi zation unit workout group if collection
efforts are unsuccessful and it is determ ned that
the recipient is unable to pay the debt or a portion
thereof. In these cases, the workout group will
document evidence of this inability to pay in
accordance with the Federal Clainms Collection
Standards (4 CFR 104.3). The workout group wll
submt this evidence along with their recomendati on
for conmprom se, term nation, or suspension to the
appropriate organi zation unit | egal counsel for
revi ew and appropriate action (see Chapter 10,
Sections 5.0, 6.0, and 7.0).

.08 After approval of the conprom se, suspension, or
term nation, the organization unit workout group

will notify the accounting or finance officer and
the DMO in witing of the decision. The accounting
or finance officer will record the action taken.

For additional details on the responsibilities of organization
unit wor kout groups, see Chapter 10, Section 4.0 of this
Handbook.
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Exhibit H-1

Organi zation Unit:

DEBT COLLECTI ON REPORT
WORKOUT GROUP (WG) ACTI VI TY

Referrals to Agency Internal

Wor kout G oup

Officel Program Quarter

Ending: __
Accounts Recei vabl e Loans*

Recei vabl e

Nurber Armount Nurber Armount

. Sunmary

a. Referrals in WG BOP

b. Referred to WG

c. Qutstanding with WG EOP

d. Debts in WG Longer than 90 Days

Il Li qui dati on

a. Referrals in WG BOP

b. Referred to WG

c. Closed (Conpl eted)

d. Qutstanding with W EOP

111 Admi nistrative OFfset Activity

a. Referrals in Wrkout BOP

b. Referred to WG

c. Ofsets Initiated

d. Qutstanding with WG EOP

I V. Salary Offset Activity

a. Referrals in WG BOP

b.

Referred to WG
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DEBT COLLECTI ON REPORT
WORKOUT GROUP (WG) ACTIVITY
Referrals to Agency Internal Workout G oup

Organi zation Unit:

O ficel Program Quarter

Ending:

Accounts Receivabl e Loans*

Recei vabl e

Nunmber

Amount

Nurber

Amount

c. Ofset Initiated this Quarter

d. Qutstanding with WG EOP

V. Income Tax Refund O fset Activity

a. Referrals in Wrkout BOP

b. Referred to W this Quarter

c. Ofsets Initiated this Quarter

d. Qutstanding with WG EOP

Prepared by:

Dat e:

Tel ephone:

*| ncl udes | oan guar ant ees assumed by organi zation units.




