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EXPLANATION OF MATERIAL TRANSMITTED:

This material is issued as procedural guidance to update, revise
and replace the text of the Federal EEQOICPA Procedure Manual
(PM) Chapter 3-0600, Compensation Payments. This version
incorporates changes that have arisen since the last publication
of Chapter 3-0600, Compensation Payments, to include:

e Removes all references to Energy Case Management System
(ECMS) and replaces them with Energy Compensation System
(ECS).

e Removes step-by-step instructions for payment creation in
ECS. These procedural steps are now covered in a separate

ECS instruction manual addressing payment creation.

e Updates all payment process steps impacted by the OWCP
Imaging System (OIS).

e Outlines new restrictions on payment by check in accordance
with Treasury mandate.

e Updates procedures for creating and forwarding expedited
and exception payments to the national office.

¢ Includes new Payment Transaction Forms (PTF) for district
office payments, expedited and exception payments, and for
third-party payee payments.

e Updates procedures for retention of payment documents.

e Updates procedures for retention of weekly payment reports.



e Provides guidance on requesting temporary role changes for
ECS and expedited payments.

e Provides new guidance on the processing of stolen check
claims.

e Updates procedures for processing of payment cancellations
in ECS, through O0OIS.

e Updates procedures and provides new guidance for processing
medical payments to survivors.

The following exhibits have been updated:

e Exception Processing Payment Transaction Form (EPPTF)
e District Office Payment Transaction Form (PTF)
e ECS Payment Cancellation Form

The following exhibit has been added:

e 3rd Party EPPTF
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1. Purpose and Scope. This chapter describes the policies
and procedures for DEEOIC claim staff in the processing of
compensation payments, and defines the roles of the various
personnel, in the District Office (DO) and the Final
Adjudication Branch (FAB), with respect to the compensation
payment process. At the discretion of the District Director
(DD), the procedures outlined below may vary in terms of
sequence or assigned roles.

2. Responsibilities. When lump sum compensation is
awarded by final decision, the FAB Claims Examiner (CF) or
Hearing Representative (HR), the District Office CE, Sendor
Claims Examiner (SrCE) or Supervisory CE (SCE), Fiscal
Officer (FO), and DD all ensure that the paymentmis
processed in an accurate and timely manner. The payment
process begins at the FAB office, and contifues at the DO,
upon return of the completed Form EN-20. Rersons in the
roles listed above serve to validate th€& accuracy of payment
data and enforce security of the paymént cpréation process by
conducting individual assessments of eachélump—sum payment
prepared for issuance.

3. Processing the EN-20:. Upon, issuance of a final
decision (FD) awarding compemnsation, the FAB enters the
Acceptance of Payment (AOR) amount gingBCS. ECS generates the
Form EN-20 (Acceptance of Payment Form) and the EE-20 (award
letter), which FAB mails“to he“elaimant, along with the
final decision. ECS #4111 automatically assign an AOP sent
date to corresponddwith s£he issuance date of the FD. As part
of the electronictdocument retention process, the
appropriate stafif pefson will electronically image (a/k/a
bronze) the gover \letferd final decision, and a copy of the
EN/EE-20 fof viewing inithe OWCP Imaging System (0IS). If
it becomes neeessary, a replacement EN-20 (photocopy or
facsimile)hmay be sent to the claimant for signature, but
the replacement ‘@epy must be returned by mail, bearing an
oridimnal payee signature, with no changes or alterations to
the infermation contained on the original EN-20. (See
exceptiompprOcessing of payments for terminal claimants,
belew,nfor a waiver of this requirement.)

atk Routing. The FD cover letter contains
instructions to the claimant for returning the
completed EN-20 to the DO that issued the recommended
decision. Upon receipt of the completed EN-20, DO Mail
and File staff are to date stamp the form (AOP Received
Date), in the upper right corner, using an ink date
stamp, and write the Case ID in the top, right corner.
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Mail and File staff then scan the completed EN-20, and
any supporting documentation received in the same
envelope, into the corresponding OIS case record. It
will not matter whether the EN-20 has obvious errors or
omissions; Mail and File staff are to scan any received
payment documents into OIS for recordkeeping.

b. Payment Placard/Folder. During the payment
process, claims staff maintains a hard copy of any
signed EN-20, and associated payment documentation
received or generated during payment processing.BAftex
scanning into 0IS, the signed EN-20 (and associ@ated
documents) are affixed to or secured in a payment
placard or folder, or maintained in some other<fasShion
that will allow for temporary circulationg@nd, storaged
of payment documents during the paymentdcreation
process. If there is an existing papertfile, the
payment placard is maintained with ghe file during the
payment process, but is not spindled into ‘Chegrecord.

c. FO Review. The payment placaxd 1s rofited to the
FO, who reviews the EN-20 and"@ssocCiatedd{payment
documents for compliance with the,fiscal procedures
delineated below. If the payment documents are
deficient in any of themfollowing gategories, the FO
returns the payment @glacard tapthe appropriate staff
member for correctifve acgion. If the documents are in
compliance with all“DEEBOIC requirements, the payment
placard moves #0 the next step in the payment process
(Item 4 or 5 _delow)

(1) gBecuracy: Adhe FO reviews the signed EN-20 to
defermine ifhtHe EN-20 contains correct payment
data, and that the form has been correctly
compléted by the payee, examining each of the
following items:

(a) File number on Form EN-20 header.

(b) Payee name on Form EN-20 header.

(c) Payee Social Security Number on Form EN-
20 header.

(d) Verification of Account Information:
“type account” block is checked (“C” for
checking, “S” for savings) and the routing
and account numbers are listed correctly,
with no trace-overs, or corrections.
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(e) Form EN-20 is signed and dated. (If the
form is signed by an individual with Power of
Attorney, refer to the POA process below).

d. Deficient EN-20. Minor deficiencies in claimant-
provided information, other than items (a) through (e),
above, can often be explained by a memorandum to the
case file without having to return an EN-20 to the
claimant. However, if the FO determines that a
deficiency exists in one of the above-described ifems;
the FO returns the deficient EN-20 to the CE, and
prepares an email message or OIS notification
explaining the problem or defect. The CE preparesfa
letter to the claimant explaining the EN-20Wdeficiency
and the corrective action required for payment to
proceed. The CE bronzes the letter to ®€he elect¥onic
record, and annotates the OIS descriptionyfield for the
defective EN-20, noting the reasom that thepEN=20 is
unacceptable for payment processing. The CE “reémoves the
payment documentation from the assegiated gplacard. Any
payment documentation relatimigito a defi€ient EN-20 is
retained at the district office,_din ha¥d copy version,
until destruction is permittedfunder the records
retention schedule forgseanned recprds. Should the
assigned CE need to gend ‘@ copysof the EN-20 to a
payee, 1t is reprigted frem OIS. The CE is to image any
newly created cower “Qetfer, accompanying the
replacement ENA0, for OIS recordkeeping. If a
modification 46f thedoriginal EN-20 is required, due to
a serious error, 4the district office point-of-contact
(POC) contaets the FAB and requests that a corrected
EN-20 b€ mailed to the payee. If this becomes
necessary, the FABVoffice is responsible for imaging a
copyn of“thé corrected EN-20 into OIS.

(1)) Signature by Power of Attorney (POA). If the
EN-20 contains a signature by POA, either the FO,
or ghe CE (at the DD’s discretion) conducts a
document review to ascertain whether the
individual who signed the EN-20 has the legal
authority to sign on behalf of the payee. This is
accomplished by identifying the legal document
that authorizes the POA. 1If such a document does
not exist in the case file, the FO/CE undertakes
development to obtain this information. Upon
receipt of a document identifying the designated
POA, the FO/CE prepares a cover memorandum and
sends (via facsimile) the memorandum, the EN-20,
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and the POA documents to the National Office (NO)
Policy Branch, for referral to the Office of the
Solicitor of Labor (SOL). The memorandum requests
a review of the POA documents to determine their
legal sufficiency as pertains to the signing of a
Form EN-20. At the time of referral to the Policy
Branch, the FO/CE enters a 7-day “reminder” in
ECS. The Policy Branch acts as the NO point-of-
contact for any follow-up inquiries from the DO«
The claims examiner affixes the POA document, the
memorandum, and other associated POA
documentation, to the payment placard.

Staff within the Policy Branch is responsiblé for
routing POA requests to the SOL for pewiew and
response. Upon review, the SOL resgponds @irectly
to the requesting DO, via facsimidle.

(a) If the SOL determisies that thef POA
documentation is deficdent for any reason,
the CE sends a letter topthe cladgmant (with a
copy to the POA), ad¥ising, that the SOL has
determined the POA documentsydto be
unacceptable, and std@ting) the reason why.
The CE does net send a copy of the
Solicitor’ gl opinion gstosthe claimant. Upon
notificatdon to the claimant, of a deficient
POA, the CE déletes the “AOP received date”
from ECS.

(b)Y » Ald documents pertaining to the
acceptance @r rejection of a POA are imaged
and stored 1n OIS, separate from the payment
documents.

e. Check Reguests: In accordance with Department of
Treasury Regulations, individuals requesting payment by
check can only be approved for such under limited
circumstances, and upon written request from the payee.

An exception was granted by Treasury for check requests
by law firms who receive multiple payments (refer to
3e(6)below), and for payments made to foreign addresses
(refer to 3f, below).

(1) In the event that a claimant contacts the
district office, by letter or telephone call,
requesting payment by check, the request is routed
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to the responsible CE. The CE is to inform the
payee that compensation payments are delivered via
EFT, unless the claimant meets one of two
exceptions:

(a) Payment by electronic funds would impose
a hardship because of the individual’s
inability to manage an account at a financial
institution due to a mental impairment; ory

(b) Payment by electronic funds imposebha
hardship because the individual livesdin a
remote geographic location lacking gLhe
infrastructure to support electronic
financial transactions.

(2) If the claimant states that ©ne of these two
exceptions is applicable, the CGE instructs, the
claimant to return the signedfand completéd Form
EN-20 (leaving the EFT sectdon bléank), “along with
a signed letter which:

(a) Requests payment by check;

(b) States which of thej/above two exceptions
applies;

(c) States, the mailling address for the
checkd

(3) Upon, re€eipt of a satisfactory letter, which
meetsgthetdbove @riteria, and which accompanies a
properly executed Form EN-20 (minus the EFT
information) the letter and Form EN-20 are routed
to the district office Fiscal Officer (FO) for
review. Upon approval by the FO, the letter and
EN=20 “axe returned to the appropriate staff member
for processing of payment by check.

(4) Unsolicited letters from claimants,
requesting payment by check, that do not meet the
above exceptions ({(items e(l) (a) and (b)), require
a telephone call to the claimant explaining the
limited exceptions to the EFT rule. If the
claimant states that he/she meets one of the
exception criteria, the claimant submits a new,
signed letter, specifically requesting payment by
check, citing the applicable exception.
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(5) If, after the CE has explained the limited
exceptions to a claimant and upon receipt of a
letter deemed deficient or lacking in explanation,
the CE refers the letter to the Policy Branch for
further action.

(6) The DD (or designated individual) in each DO
is responsible for contacting law firms within
their region, and for providing them with
procedural guidance on cover letters, consiste
with 3.e, (2) (above), that must be submitted
each individual request for payment by ch
processed through that law firm.

f. Forms of Payment: If the FO finds tha
associated payment documents are in line
processing, the FO routes the payment
appropriate party for continuation
process. If the FO determines tha
transaction form (PTF), other t

notification (or email) advi
be used. The payment forms
creating payments are as f

(1) Payment by DO PTF

(2) Expedited
(EPPTF)

Electronic Funds Transfer (EFT) Payment.

ata Entry: The PCA (Payee Change Assistant)
e following items in the ECS payment screen:

(1) AOP received date (i.e., date the EN-20 was
date~-stamped as received at the DO).

(2) Banking Information pertaining to the
recipient’s financial institution (bank or credit
union) .

(a) Bank or Credit Union Name.
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(b) ACH (Federal Reserve Bank) Routing
Number.

(c) Recipient’s account number.

(d) Type of account: Checking or Savings.
(Payments may also be made to money market

accounts, as long as no third party routing
system is involved and the account type can
be classified as checking or savings.)

(3) Names listed on Form EN-20 for all dccount-
holders. (Note: For Fed Wire payments, PayeedName
on the EN-20 must match one of the Aceeunt "Holdez
names. )

b. PCA Verification. After completingithese entries,
the PCA verifies that the correct dnformation @appears
in ECS and returns the payment pdacardfto either the FO
or the CE for continued processing, of the payment.

C. Verification of Federdl Reserve'Bank Routing
Number. The FO, PCA or CE is tefwerify the authenticity
of the bank routing number thr¥ough/the Federal Reserve
Financial Services website, prints a copy of the
verification screeng and/jaffixes it to the payment
placard. The Federal)jReserve Website is found at:
http://www. fedwdredirectory.frb.org/.

d. Special Routing Instructions for Expedited Payments
(Terminal Claimants) . Mhen processing EN-20 payment
requestglfor terminal claimants, it is permissible to
substistute the bank ACH routing number for a Fed Wire
routing number to that same bank. This action must be
documented . with a screen-print of the Treasury Fed Wire
webpagey andy,a memorandum of explanation signed by the
PD/ADD.

e. Verification with Financial Institution. The FO,
GE or PCA is to confirm with the financial institution
that the account holder name, routing number, account
namber, and account type correspond with the
information provided on the EN-20. (Note: Verification
of the routing and account numbers (when possible) is
extremely important, as almost all rejected EFT
payments result from either incorrect account or

routing numbers). Phone call notes regarding
information obtained from financial institutions are to
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be printed out and affixed to the payment placard.

f. International Payments.

(1) Claimants requesting payment to a foreign
address can only be paid by check; however, a
claimant living outside the U.S. can open a bank
account with a U.S. bank and arrange for
withdrawal or transfer of funds, once payment hds
been made to that account.

(2) When preparing a payment request in ECS, for
a mailing address outside the U.S., the @ddresSee
information (street name & number, buildingfame,
etc.) is entered on the three addressilines
provided on the payment screen; the City“and ‘any
special City Code is entered on the “City” line; 5
zeroes are entered in the Zip @ode field; and
“Non-USA State Address” is sglected fremsthe
“State” drop-down menu. Thef Coungry Name is typed
in the “Country” field.

5. Creating the Check Paymentf After reviéw by the FO,
check requests are routed directlygto The CE, who reviews
the claimant’s address listedy,on the Form EN-20, and
verifies this address against ‘Case gfidle documents, the
current address displaygd in ECS, and any change of address
requests in the case filey Kf the“claimant provides a
different mailing ad@ress on, Form EN-20, from the current
address of record,{and imdicates this is a "Payment Only
address," the CE conta€ts the claimant by telephone to
determine if thepchange ofdaddress is permanent, or if it is
a one-time pdyment-only dddress. The CE is to print the ECS
call note and affiix it €o the payment placard.

a. Permanent Change. If the payment address provided
on the“ BN-20)represents a permanent change of address,
the CE Imstructs the claimant to submit a separate
signed document requesting a permanent change of
address.

b. Temporary Change. If the payment address is a
témporary address for that payment only, the CE advises
the payee that any permanent change of address will be
processed upon submission of a separate written and
signed request.

6. Payment Transaction Form (PTF). Once the assigned staff
person verifies the accuracy and completeness of the
EEQICPA Tr. NO.14-04 8
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information provided on the EN-20, the CE prepares a Payment
Transaction Form (PTF) (Exhibit 1) and affixes it to the
payment placard. The CE verifies the banking information
(account number, routing number, and account type) by re-
entering it in ECS, and forwards the payment placard to the
next appropriate individual. As each step is completed in
ECS, the individual serving in each of the four ECS roles
(CE, SrCE, FO, and DD) signs the PTF for his/her role. Each
individual signing the PTF is responsible for examining the
payment documents and affirming that the payment amount and
associated data appears correctly on the EN-20 and the®OPTE\
After all four signatures are recorded on the PTF, the
Fiscal Officer writes the Case ID number in the upper right
corner of the signed PTF. Once all payment actions ‘are
complete, and the payment is authorized for isswamnce By the
Department of Treasury, the EN-20 and any other payment
documentation affixed to the payment placard,is referred to
the appropriate location for bronzing ing®IS.

7. Entering and Identifying Payment§ in QFS: Payments
completed at both the district officesilan@ the mational
office are to be imaged in OIS andifiddentifieddas follows:

a. District Office Payments. At the,time a payment is
Authorized by the District Director (or an approved
person with the DD rgle), \all gdoeliments associated with
the payment (i.e. BEN-20, /Payment Transaction Form
(PTF), Payment Memo,aScefeen Print, etc.) are to be
bronzed and savyéd as a \‘payment packet” in OIS. Once
the payment péacket 4s brenzed, the documents will be
labeled with“a undque identifier and filed under the
Category:gFermsfand Cdaims; Subject: PTF. The payment
packet wWill Pe described using a unique identifier
consisfing of the letters “PMT” followed by the first 4
letperstofdthe payee’s last name, the last 4 numbers of
the payee SSN, and the Authorization Date as it appears
on the RTF.\Eor example, a payment to someone named
Jones, with a “last 4” of 9876, and an Authorization
Date of 01/01/2014 would be stored in OIS as follows:

Category: Forms & Claims

Subject: PTF

Description: PMT JONE9876, 01-01-2014
8. Expedited and Exception Payments. The NO Fiscal

Officer and NO fiscal staff process certain expedited
(terminal) payments, and other “exception” payments that
cannot be processed through the normal ECS payment method.
For expedited and exception processing of payments at the
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national office, the Exception Processing Payment
Transaction Form (EPPTF) [Exhibit 2] is substituted for the
regular PTF. For exception payments where the account-holder
name is different from the Payee name, the CE verifies with
the payee that payment is being made to a third-party
account name and uses Third-Party EPPTF (EPPTF) [Exhibit 3].
The third-party EPPTF is also used by the DO, to account for
minor variances between the account holder name and the
payee name of record in ECS. Any memorandum of explanation
or record of a telephone call to the payee is printed and
affixed to the payment placard. Once the DO actions axé
complete, the payment documents are forwarded to thedNO for
processing, and imaging, as follows:

a. Expedited (Terminal) Payments. Upon regedpt Of
properly completed payment documentatiom (which
includes an Authorization signature frOm an individual
with DD role), the DO Fiscal Officendhproceeds with
Verification of the payment in ECSfand selects
“Expedited Payment” on the ECS s€reen. The payment
documents attached to the paymentipldécard,gincluding
the partially completed Exceptilon Processing PTF
(EPPTF) are immediately sent via emailyg to the NO
Certifying Officers. The DO, stdff then images and
stores the payment documents, including the partially
completed EPPTF, in OTS.

Upon completion of an, expeditéd payment the NO fiscal

staff will bronge thetdocuments in the payment packet,
including thegdfinalg EPPTE, using the unique identifier
described abeowve, and store them in OIS, following the

same process asithe district office.

b. Exgé€ptiorny Payments are payments, such as 2™ part B
paymentshtiHat cannot be created in ECS, and payments
thatVexceed the programmatic limits, that originate at
the DO,nand are forwarded to the National Office for
completion. These exception payments are to be
precessed and imaged as follows:

(1) Upon receipt of properly completed payment
documentation, the DO Fiscal Officer signs the
EPPTF (Verification) and secures the DD signature
(Authorization) on the EPPTF. Upon completion of
these two steps, the FO (or appropriate staff
person) images the payment documents in OIS. Once
the properly completed payment documents are
stored in OIS, the FO sends a notification to the
NO fiscal staff that exception payment documents
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are pending action. Because OIS will not allow
notification to multiple individuals,
simultaneously, this action will have to be
completed for each of the national office
Certifying Officers.

(2) Upon completion of an Exception Payment at
the national office, the NO fiscal officer bronzes
the documents in the payment packet, using the
unique identifier described above, and stores €hem
in OIS, following the same process as the digtrict
office. When the final payment documents a#£e added
to OIS, a notification is sent to the veXifying FO
in the district office.

c. Retention of Documents. Upon completion ofany
payment, both district office and nati©nal offige staff
will retain the original payment documents in
accordance with DOL document retention guidelines.

9. Deleting Payments and Cancelling Trastisactiens. At any
time during the payment process, dsfgan error ifs discovered
in either the EN-20, or the PTF/ the payment process must

cease and corrective action muslt begundertaken to rectify

the error.

a. Error in PTF. Iffan eryror is discovered that
requires a change 1nathé "PTE,pthe person cancelling the
payment transaction completes the “Transaction
Cancelled” segtion at the bottom of the PTF, indicating
the reason for theé cancellation, the payment placard
(with the_ecancelfled PEF) is returned to the appropriate
staff pefrson fori eoprective action.

b. Erroepin EN-20. If the cancellation is due to a
defigient  EN-20, the payment placard is routed to the
CE for eorrective action. (Return to Item 3,d., above.)
If, howewver, the CE identifies a data entry error after
the payment information has been entered in ECS, the CE
“Delete§” the payment. “Deleting” the payment removes
the AOP received date in ECS, and any information on
the payment screen. (Note: If there is a pending B and
E{payment included in the same EN-20, deleting one
payment will cause both payments to be deleted. TIf one
of the two payments is not in a state that can be
deleted, then the System will abort/not allow the
deletion.) Once a payment is created, it must be
rejected by the reviewer [SrCE or SCE prior to
certification, FO prior to verification, or DD prior to
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authorization] before the CE can delete it. (The
payment process begins anew, with the PCA, when a
corrected EN-20 is received.)

10. Payment Reports. On Thursday of each week, at close-
of-business (5:00 PM EST), ECS automatically creates an
electronic file of all pending, "Authorized" payments
created during that weekly cycle. The Branch of Automated
Systems (BAS) forwards this electronic payment file to
Treasury, for payment the following Thursday. The BAS also
stores a copy of this weekly report (Benefit Transacti®n
History Report or BTHR) on a shared-access drive avadlable
to the DO fiscal staff on the Monday following thefdclosefof
the payment cycle. Once the weekly payment cycle istelésed,
the FO closes the separate weekly spreadsheet nepert 0f all
district office payments for that pay cycle, dand reconciles
the district office spreadsheet against the{BTHR. Arfter
reconciliation, the FO prepares an email gsummary repQrt
containing the total of all weekly payménts, brokenfdown by
Part (B or E) and by payment type (EET or gheck), authorized
during that week's payment cycle, and feonwards ghe email
report to the NO fiscal officer. @fice these tHree documents
(BTHR, DO spreadsheet, and email summary) ‘have been
reconciled by the FO, they are scanmned and stored in a
secure, limited-access payment folder on the district office
share-drive.

11. Substitutions Among Staff. “Ifrthe creator, certifier,
verifier, or authorigZer is not available to perform a
particular paymentdfunctdon, alternate persons in these same
roles can substitute fér them.” Any CE, SrCE, or SCE can
create the payment. ¥Any SxCE or SCE can certify the payment
as long as th@t personydid not create it.

The DD is, notifiled in advance of any occasion where no
fiscal officer(s) will be available to verify payments. In
the absence of annFO, either the DD/ADD or the Chief of
Operations cam verify a payment. However, the same
individual who verifies a payment cannot authorize that same
payment ,JlasgN0 one person can perform the function of two
different roles for any particular payment.

If both the DD and Assistant DD will be unavailable to
authorize payments on any given date, advance notice is to
be sent by one of those individuals (via email) to the Unit
Chief (s) for Policy, Regulations and Procedures, the Policy
Branch Chief and the Deputy Director at the NO. The DD/ADD
advises the name of the person to be designated as acting DD
(either the Chief of Operations, or any other designated
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individual in the role of manager (SCE)), and the applicable
dates. In response, the Policy Branch Chief, Unit Chief, or
Deputy Director assigns a temporary DD role to the
designated individual, thus allowing him or her to authorize
payments on the requested date(s). Policy Branch approvals
for these requests are sent via reply email, which should be
affixed to the payment placard during payment processing.

12. Temporary Role Changes for Expedited Payments: For
Expedited Payments requiring authorization by an individtial
assigned a temporary DD role in ECS, the FO includes afycopy
of the approval email (Step 11) confirming the tempofary
role change approval associated with that individual forx
that date, when forwarding the payment documents toiNO4

The FO will not accept any expedited paymentgwithoug, the
necessary role-change email attached, and returns the
payment documents to the appropriate party, reguesting that
a temporary role-change request be apprdved by “the NO.

13. Stolen Check Claims. Upon notificatdon bysa payee,
that a compensation check has notgbéen received, the CE or
FO requests that the payee provide immediate written
notification of non-receipt of paymént.  Upon receipt of such
notification, the FO forwards,that notice to the NOFO, who
takes the following actions:

(a) Payment status'ds geviewdd in the Treasury
Department TCIS{or PACER system.

(b) If Treasury sShows the payment status as
“Negotiated? (check cashed), the National Office FO
createsda claim in the Treasury system for that payment
and seflects Optioni#2 - Entitlement After Status.

(c) WAfter),24 hours, the NOFO reviews the payment
statustto confirm that the claim has been recorded with
Treasury.) Once verified, the NOFO contacts the claimant
and provides the toll-free telephone number for the
Treasuxy Stolen Check Department. Once the theft has
Peen reported to Treasury, investigation and
disposition of the stolen check claim is entirely
bétween Treasury and the payee.

(d) Treasury will notify the payee of its
determination once the investigation is complete. If
Treasury determines that the stolen check claim is
bonafide, Treasury will reissue payment to the payee.

EEOICPA Tr. NO.14-04 13
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14. Processing Payment Cancellations. A "cancelled"
payment is a payment, either electronic or check, that has
been issued by, and then returned to, the Department of
Treasury. When this occurs, Treasury notifies the DEEOIC via
Cancellation Report that a payment has been returned to
Treasury and credited to the DEEOIC account. In order to
maintain an accurate and comprehensive accounting of all
funds disbursed by the DEEOIC, it is necessary for returned
payments to be cancelled in the ECS payment record, as weld.

This process is completed before the compensation paymént is
reissued to the same payee, or before the funds can e
awarded to other claimants in the same case. Multiglevel
reviews, concurrence by DEEOIC management and documentation
of the actions taken by all parties (claimantsggfinancial
institutions, and DEEOIC claims staff) are essential, to
safeguarding the integrity and security of €he DEEOIC' s
financial accounting processes.

a. Cancellation Initiated by T#easupy. The Treasury
Department transmits an electronig,Céncellation Report
to the DEEOIC when EFT payment§y are rejected or
returned to Treasury by thé payee's bank, or when a
check is returned to TreasuUryfor any reason. These
reports are sent to thg,DEEOTIC National Office Fiscal
Officer (NOFO), who then notifiiesfthe appropriate DO
(via OIS and email)d of the returned payment. The NOFO
also has the capabilityfto view the status of any
payment, through the Treasury Department’s TCIS and
PACER online @Systems.

b. Canceddlation Inigiated by Claimant. Upon
notification frompagdeclaimant of non-receipt of payment,
the D@ takes/ the following steps:

(1) “The CE documents any telephone call or
correspendence in ECS regarding contact from a
claimant who has not received his or her payment.
A printed record of all phone calls is bronzed
into OIS.

(2) If notification of non-receipt is by
telephone, the CE instructs the claimant to
provide a signed written notice of payment non-
receipt to the DEEOIC.

(3) Upon receipt of either a telephone call or
letter advising of non-receipt, the CE transfers
the case file to the FO.
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(4)

The FO notifies the NOFO, via email, of the

non-receipt of funds.

(3)

The NOFO initiates an inquiry in Treasury’s

payment system, determines the status of the
payment, and advises the FO of one of the
following:

(6)

(a) Check Outstanding (not yet negotiated@),.
(b) Check Cancelled (returned to Treasury).
(c} Check Reconciled in Treasury system.
(This indicates the check has beempnegotiated
by someone, but not necessarilly the“payeew)

(d) EFT transaction completed.

(e) EFT funds returned to Treasury
(Cancelled) .

The NOFO provideg the FO with 'a screenshot of

the Treasury payment Statds, via email.

(7)

The FO notifies \the gladmant of the payment

status, and explaing the payment cancellation
process, if_approptiate.

EEOICPA Tr.
August 2014

(a) EFT Status. If Treasury shows delivery
of the £unds to the payee's bank, the FO
adviseés thegpayee of same. If Treasury shows
that the EFT payment was returned by the
payee's bank, the FO advises the payee that
the DEEOIC will begin the payment
cancellation process and, if appropriate,
preocess a new payment.

(b) Check Status. For checks outstanding in
the Treasury payment system, upon receipt of
the signed notice of payment non-receipt from
the payee (or AR), the FO requests
cancellation of the check, via email, to the
NOFO. The NOFO initiates a stop pay request,
in the Treasury system and, after 24 hours,
verifies that the cancellation request has
been processed. Upon confirmation that a stop
pay order has been placed on the check, the

NO.14-04 15



15.

NOFO sends a screenshot confirmation, via
email, to the FO.

ECS Payment Cancellation Process (0IS). Upon receipt

of documentation (from the NOFO), through 0IS, confirming a
payment cancellation (check or EFT), or confirming a valid
stop pay order on an outstanding check, the FO proceeds with
an ECS Payment Cancellation request. The steps outlined
below ensure that appropriate documentation exists to
explain and validate the need for cancellation of a paymént
in ECS.

a. The DO FO conducts inquiries with the page€e and
the payee’s bank to determine why the payment was
returned to Treasury.

b. DO FO prepares a memorandum to th€e national
office, with an explanation as to the reason for the
returned payment, and requests payment cancell@tion in
ECS. The memorandum is imaged indOIS, 4and notification
is sent to the NOFO. Additionally,, the DO £O notifies
the NOFO, and the two PolicyeBranch UnitdSupervisors,
via email, that a Payment @ancellationdRequest is
pending in OIS.

c. It is not necessary to tpansfer the ECS case
record to the NO wh€n requesting initiation of a
payment cancellationjybyd the“Director.

d. The NOFQfprepaxes apnPayment Cancellation
Memorandum and, andECS Payment Cancellation Form
(Exhibit 49w, fO¥ review and signature by a Policy unit
supervigor and the Director or Deputy Director of
DEEOIG.

e. The Director or Deputy Director completes the
relevant portion of the ECS Payment Cancellation Form,
and initlates cancellation of the payment in ECS. The
paxtially completed cancellation form is imaged in OIS.

it . The NOFO, or other delegated individual, notifies
the DO fiscal staff, and the DD, that a partially
completed ECS Payment Cancellation has been returned
via OIS, and awaits completion in ECS.

g. The DD reviews the payment cancellation documents
and completes the payment cancellation in ECS. Upon
completion of the ECS cancellation, the DD signs the
ECS Payment Cancellation Form, and routes the completed
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form to the appropriate district office personnel for
imaging in OIS.

16. Post Cancellation Actions.

a. Re-issuing Payment. If the compensation payment is
to be reissued, the DD routes the case file to the CE,
advises that the ECS payment cancellation process has
been completed, and instructs the CE to reissue the
payment.

b. Voided Transactions. If the compensation payment is
not being re-issued, the FO confirms that thegVoid
Transaction has been completed, and that the “Claimant
Repayment Not Authorized” option has been _selected by
the DD. The case is returned to the DO fdle room,
and/or transferred to “FIL” in ECS, ondthe transfer
screen, or, is returned to the CE foxr survivor
development, if applicable.

17. 1Issuing Medical Payments To A Suxwiver After The
Employee's Death. Upon receipt of gdecumentatioh establishing
the employee's date of death, the PCA changes the Employee
Mail Name on the Claimant Informatiefi“sc¢reen (ECS) to read
"Estate of ([plus Employee Name] ."™ This change is necessary
so that any subsequent che€ks for medigal reimbursement will
be made payable to the employee's estate, not to the
employee name.

a. If a surydvor greturns a medical reimbursement
check and reQuests that it be reissued to a payee name
other than_theemploye€, the check is bronzed into OIS
along wi€h aecompanydng documentation, and the original
check ds forwarded to the NO Medical Bill Processing
Unit (MBPU){., That unit reviews the request to determine
the “@ppropriate response.

(1)) If the payment was issued after the employee
date of death but before the DO was notified, the
MBPU responds and advises that the DEEOIC requires
a copy of the employee death certificate in order
to reprocess payment. Upon receipt of the death
certificate, the original check and death
certificate are forwarded to the MBPU for
cancellation, and reissuance of payment to the
estate.
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(2) If a check is being regquested to a payee
other than the employee's estate, the MBPU reviews
the request to determine the appropriate action:

(a) If the person requesting payment is the
surviving spouse who resides in a community
property state, the DO requests that the
spouse provide proof of the couple's legal
marriage and the employee's death
certificate. These documents are bronzed

OIS and forwarded through the MBPU to
Office of the Solicitor (SOL) for re
guidance.

(b) If the request is for any
than a "community property" is
obtains any documents the re
wishes to produce in supp
claim, and forwards the

(c) The MBPU forwards
supporting docume
and comment.

(d) e MBPU requests that the
DO provide ' umentation or
explanati equesting party, in
nce from the SOL.

om the SOL, the MBPU will:

e returned check in the
ER system.

Request that the DO change the Employee
ail Name in ECS.

(c Reissue the check payable to the payee
name approved by the SOL.
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US DOL - OWCP - DIVISION OF ENERGY EMPLOYEES OCCUPATIONAL ILLNESS COMPENSATION

PAYMENT TRANSACTION FORM

EMPLOYEE SSN: - - PAYEE SSN: - .
PAYEE NAME:
Last First
PAYMENT AMOUNT: $ PAYMENT TYPE: PART B !—
L PAYMENT ADDRESS For Checks ONLY (Do Not Repeat Payee Name o,

Is this a PAYMENT ONLY address? YES

LINE 1

LINE 2

LINE 3

LINE 4

CITY A ZIP

EFT ACCOU I

BANK ACCOUNT #:

SAVINGS |

00

CERTIFICATION

ACCOUNT Type:

ROUTING NUMBER #:

APPROVAL PRINT NAME SIGNATURE j DATE

1. Set Up/CE

TRANSACTION REJECTED :  YES I:I REJECTED BY:

DATE & REASON FOR REJECTION:

Version2.0 02.2012

EEOICPA Tr. NO. 14-04 Exhibit 1
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US DOL - OWCP - DIVISION OF ENERGY EMPLOYEES OCCUPATIONAL ILLNESS COMPENSATION
PAYMENT TRANSACTION FORM for EXCEPTION PROCESSING

EMPLOYEE SSN: - |- PAYEE SSN: - -
PAYEE NAME:

Last First M1
PAYMENT AMOUNT: $ PAYMENT TYPE: PART B [ “PART E | |

PAYMENT ADDRESS For Checks ONLY (Do Not Repeat Payee Name on(Lines Below)

Is this a PAYMENT ONLY address? YES l NO |-—

LINE 1

LINE 2

LINE 3

CITY - STATE ZIP

EFT ACCOUNT INFORMATION

Bank Account #: Type: CHECKING f— SAVINGS l—

Routing (ABA/RTN) #: D D D D DDD DD ACH |  FEDWIRE |

| CERTIFICATION

b d
APPROVALS %VJ'PRQT NAME A@v ECS User ID SIGNATURE DATE

1. Set Up/CE

2. Certification/SrCE

3. Verification/FO

4. Authorization/DD

5. SPSData Entry

6. SPS Certification

ECS ECS
SCHEDULE #: COMPLETE: LOG ID:

TRANSACTION CANCELLED: YES D CANCELLED BY:
DATE & REASON FOR CANCELLATION: Version 2.0 02.2012
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US DOL - OWCP - DIVISION OF ENERGY EMPLOYEES OCCUPATIONAL ILLNESS COMPENSATION

PAYMENT TRANSACTION FORM for EXCEPTION PROCESSING
"FOR PAYMENTS TO THIRD-PARTY ACCOUNTS AND PAYEE ALIAS NAMES" *

EMPLOYEE SSN: = - PAYEE SSN: - -
PAYEE NAME:
Last First M1
*ACCT HOLDER
NAME:
Last First M1,
PAYMENT AMOUNT: $ PAYMENT TYPE: PARDBB §~ PARTE [
[ PAYMENT ADDRESS For Checks ONLY (Do Not Repeat Payee Nameon Lines Bélow) !
Is this a PAYMENT ONLY address? YES r NO r—
LINE 1
LINE 2
LINE 3
CITY STATE ZIP
EFT ACCOUNT INFORMATION j
Bank Account #: Type: CHECKING ]— SAVINGS r—
couingasarnos: [ 1P I L] ace ™ esowms
| CERTIFICATION |
APPROVALS ECS ‘User 1D SIGNATURE DATE
1. Set Up/CE
2. Certification/SrCE
3. Verification/FO
4. Autherization/DD
5. SPS Data Entry
6. SPS Certification
SCRMMWULE # COMPLETE: ng} ID:

TRANSACTION CANCELLED: YES D CANCELLED BY:
DATE & REASON FOR CANCELLATION:

Version 3.0;04.2013
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ECS PAYMENT CANCELLATION

PAYEE NAME: Payee SSN:
FILE NUMBER: Part B orE:
Payment Date: Payment Amt:
Check, as Applicable:
If Initiated by Claimant . . . If Initiated by Dept of Treasury ...
Action 1:
D Letter/Call Received from Claimant 1 Treadury Cancellation Report
Received by DEEOIC
[] status Reviewed in PACER
1 StatusReviewed il PACER
D Return of Payment To DEEOIC Verified Return ohPaymient to DEEOIC
Verified
i:?r:iﬁtéd:Na;tlé;.NQFiscai.Q'f_fieef.:.:.:I:I:::Z:I:I:S.Ldnéwl;e::.f\lbflisﬁalOffic.er'.'.'.'.'.:.:.'.:.:.:.:.:. .........

Action 2:

-----------------------------------------------------------------
.................................................................

Prirfied WA - UBK GRIST- -+ - e -+ SigRature UnE Chiet - Tafe
Adtion3:  [C__] Reviewed by Dirgéfor or Deputy Director, EEOICP
Action 4: D Payment Cancellation Initiated in ECS (Director or Deputy Director)
Action 5: Ej Reviewed by District Director, DO
Action 6: Repayment to this claimant authorized? [:IYES D NO
Acion7: [}, Payment Cancellation Authorized in ECS (District Director)
ﬁ |:| PAYMENT CANCELLATION PROCESS TERMINATED ON AUTHORITY: OF:
fPrinted Name Signature Date
EEOICPA Tr. NO. 14-04 Exhibit 4
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