Procedure

Procedure 5.6401

Payroll Overpayment Recovery Procedure

1. The employee and/or department notifies the Payroll Department immediately
upon discovery of a potential overpayment.

2. The Payroll Department reviews payroll documentation to determine whether an
overpayment occurred. If an overpayment is confirmed, Payroll will notify:

o Human Resources

o Vice President of Administrative Services
o Employing Department Director

o Employing Department Vice President

3. The Payroll Department calculates the overpayment on a gross-to-net basis.

4. The Payroll Department prepares the overpayment notification letter.

5. The overpayment notification letter is provided to the Employing Department’s
Vice President, who distributes it to the employee via an acceptable means of
notification as outlined in the Method of Notification section below.

6. A second notice is issued 30 days after the initial notice if no response is
received. A final notice is issued 30 days after the second notice (approximately
90 days from the initial notification)

7. The employee must repay the full amount owed in accordance with the
Repayment Options section below.

8. Upon full repayment, funds are returned to the department. Payroll will update
the employee’s payroll, tax, deduction, and benefit records as applicable. Payroll
will attempt to credit the original funding source when possible. If this is not
feasible, Payroll will notify the Vice President of Administrative Services and the
Employing Department’s Vice President regarding the alternative allocation.

An overpayment is not considered resolved until full payment has been received by
Payroll.

Method of Notification
Written notification may be delivered by:
o College-issued email with delivery and/or read receipt requested;
o Certified mail with signature confirmation; or
o Other verifiable delivery methods that provide documentation of receipt.
The date of documented delivery shall constitute the official notification date for purposes
of calculating response and default timelines. If email delivery confirmation is not

received, the College may issue notification via certified mail or other verifiable delivery.

Failure of the employee to acknowledge or respond to the notification does not relieve the
employee of the obligation to repay the debt.
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Delivery confirmation should be forwarded to the Payroll Department upon receipt.
Amount to Be Recovered
The employee is responsible for the gross overpayment amount.

Recovery and tax reporting will be handled in accordance with IRS guidelines.
Depending on the timing of the overpayment and repayment:

« Ifthe College is able to recover Social Security and Medicare taxes from the IRS,
the employee will be required to repay only the net amount.

« The employee must sign a FICA release agreement if the College seeks
recovery of Social Security and Medicare taxes.

« Federal and state income tax withholding adjustments will be handled in
accordance with IRS and North Carolina Department of Revenue rules.

« Federal and state income tax withholding generally cannot be refunded by the
College in a subsequent tax year and must be addressed by the employee on
their personal tax return.

Employees are also responsible for repayment of any affected benefit deductions.
Repayment Options

Every effort should be made to recover the overpayment within the same calendar year
in which it occurred, or no later than January 15 of the following year.

A repayment plan not to exceed 180 days may be requested due to extenuating
circumstances and must be approved by:

« Human Resources

« Vice President of Administrative Services
« Employing Department Vice President

e Payroll Department

Active Employees

For active employees receiving wages, the full overpayment amount will be deducted
from the first payroll processed after written notification if a repayment plan is not
created. If available net pay is insufficient to cover the full amount, the remaining
balance must be remitted immediately upon notification.

The College may offset any final compensation due against the outstanding
overpayment, to the extent permitted by law.
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Separated Employees or Insufficient Salary

Employees who have separated from employment, or whose salary is insufficient for
payroll deduction, must remit payment by:

Cash

Money order

Check payable to Beaufort County Community College

Credit card payments may be accepted under special circumstances. Processing
fees are the responsibility of the employee.

Overpayments in Default
An overpayment will be considered in default if:

« No acceptable response is received within 90 days of the initial written
notification; or

e A payment or agreed-upon repayment method is returned, rejected, or otherwise
fails.

Overpayments determined to be in default may be referred for collection and handled in
accordance with applicable laws, regulations, and College procedures.

Appeal/Dispute Process
Employees who dispute the validity or amount of the overpayment must submit a written
request for review to the Payroll Department within 10 business days of notification.

References

Legal References: 1C SBCCC 200.94

Cross References: Overpayment Recovery Policy

History

Leadership Council Review/Approval Dates: 4/10/2026

Senior Staff Review/Approval Dates: 3/71/2026

Board of Trustees Review/Approval Dates: Enter date(s) here

Implementation Dates: Enter date(s) here
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