E060-0530

OVERPAYMENTS

	DATE OF ISSUE:

APPLICABLE TO:


LEGAL BASIS:

RELATED POLICY RELEASE(S):
NON CWS/CMS FORM(S):
CWS/CMS FORM(S):
SUPERSEDES AND CANCELS:
	02/19/02

All Technical Assistants (TA), Eligibility Workers (EW), Their Eligibility Supervisor (ES) and Human Services Administrator (HSA)

WIC 11466.24

State Regulations - Division 45-304

Procedural Guide E090-0550, Financial Authorization Document (FAD), dated 3/27/01

FAD, Financial Authorization Document

Foster Care Overpayment Notice

Automated Overpayment Collection System Invoice

Automated Overpayment Collection System Statement

None

Procedural Guide E060-0530, Foster Care Overpayments, Group Homes and Foster Family Agencies, dated 3/23/99

Management Directive MD 92-14, Foster Care Overpayments, dated 9/92




Welfare and Institutions Code (WIC) Section 11004 requires that overpayments which occur in public social services programs be collected.  Therefore, aid in the form of AFDC-FC provided on behalf of any child placed in a group home or foster family agency is subject to the collection of overpayments when appropriate.

Collection activities for foster parents and relatives are the same except for the "Do Not Refer" process.  The collection method, in order of priority, includes voluntary repayment agreement and involuntary collection procedures.  Involuntary collection procedures are to be pursued only if the offer of voluntary repayment agreement is rejected or if the caregiver fails to comply with the terms of the voluntary repayment agreement.

A. WHEN:
A FAD INDICATES A POTENTIAL OVERPAYMENT

	WHO
	      HOW

	
	

	Support Staff
	1. Fax budget action FADs to the Revenue Enhancement Technical Assistant Lead ES and appropriate Special Operations ES by 9:00 a.m.

2. Fax case/client action FADs to the appropriate regional operations SAAMS Unit.

	
	

	Lead TA/ES

Special Operations ES


	1.
Receive the FADs.  

NOTE:
The Eligibility Supervisor is responsible for the 





placement/payment data and must ensure that staff data enters 


the accurate information.

2.
Sort FADs by exception codes.  Gather and prepare information for 
the weekly/monthly management reports.

3. Distribute the FADs to the assigned TA/EW.



	TA/EW
	1. Receive the FADs. Determine if there is any CODE 9008, New Overpayment Detected.

a) If there are no FADs CODE 9008, process the FADs per the existing Procedural Guide, E090-0550 Financial Authorization Document (FAD).

b) If there are FADs that indicate CODE 9008, proceed with step 2.

2. Review the FAD, CWS/CMS and APPS.  Determine if the overpayment is legitimate or invalid.

a) LEGITIMATE OVERPAYMENT

1) Annotate the reason for the overpayment, situation or explanation on the FAD.

2)
Fax the FAD, by 1:00 p.m., to the Eligibility Supervisor at 


Revenue Enhancement Special Operations, Overpayment 



Recovery Unit at (626) 858-0636.  The Overpayment 




Recovery Unit shall initiate the overpayment collection 



process.


	WHO
	      HOW

	
	

	TA/EW
	b) INVALID OVERPAYMENT

1) Data enter the corrective budget action necessary to eliminate the detected overpayment.  Annotate the explanation on the FAD.

2) Fax the FAD, by 1:00 p.m., to the Eligibility Supervisor at Revenue Enhancement Special Operations, Overpayment Recovery Unit at (626) 858-0636.  The Overpayment Recovery Unit shall take the appropriate action.

3. Forward the FAD indicating the explanation to the ES.



	O/P Collection EW
	1. Receive the FADs annotated with the explanation and indicating the overpayment is legitimate or invalid.  Review the explanation to determine if sufficient information is annotated.

a)
If sufficient information is annotated, proceed with step 2.

b)
If sufficient information is not annotated, deliver the FAD to the 


ES.

NOTE:
The ES shall review the FAD and deliver it to their HSA 



I.  The Special Operations HSA I shall forward the FAD 



to the appropriate regional HSA I.

2. Access the APPS and the Automated Overpayment Collection Systems.

3. Review and reconcile the data on the computer systems with the explanation on the FAD.  Determine if the explanation is consistent with the data provided.

a) If the FAD, APPS and the Automated Overpayment Collection System are consistent, proceed with step 4 or 5.



	O/P Collection EW


	b) If the FAD, APPS and the Automated Overpayment Collection System are not consistent, submit the FAD to the ES.

NOTE:
The ES shall contact the appropriate ES or TA/EW to 


obtain consistent information and return the FAD to the 


O/P Collection EW.  When the FAD is returned, proceed 


with step 4 or 5.




	WHO
	      HOW

	
	

	O/P Collection EW
	4. INVALID OVERPAYMENT.  An invalid overpayment is caused by a budget coding error.  All or part of the overpayment may be invalid.

a) Review the APPS and Automated Overpayment Collection System.  Determine if the TA/EW’s corrective budget action eliminated the overpayment on APPS.  

1) If the corrective budget action eliminated or decreased the 
overpayment, data enter the O/P status code, appropriate 


adjustment code, and comments on the Automated 



Overpayment Collection System.  If there is a legitimate

partial overpayment remaining, proceed to step 5.

2)
If the corrective budget action did not function or did not 



eliminate the overpayment, submit the FAD to the ES.

NOTE:
The ES shall contact the appropriate ES or TA/EW to 


obtain corrective action and return the FAD to the 



Overpayment Unit EW.

5. LEGITIMATE OVERPAYMENT.  If the overpayment is determined to be legitimate, initiate the collection process.

a)
Access the APPS and Automated Overpayment Collection System 


and enter the O/P status code, adjustment and comments.


	
	
b)
Prepare the invoice and notice.  Send it to the caregiver.

c)
Set a control for a 30 day response.  

NOTE:
The caregiver has 30 days to pay the overpayment, enter 


into a mutually agreed upon repayment plan or provide a 


written notice of dispute.



B.
WHEN:

THERE IS AN OVERPAYMENT FOR A FOSTER FAMILY 






HOME (FFH), RELATIVE HOME, NON-RELATED LEGAL 





GUARDIAN OR NON-RELATED EXTENDED FAMILY 






MEMBER
An overpayment is any amount of aid paid which a foster care provider received on behalf of a child to which the provider was not entitled.  A provider is not entitled to aid where the provider did not care for the child in his or her home for the period of time for which he or she was paid.
	WHO
	      HOW

	
	

	O/P Collection EW
	1.
An overpayment shall not be collected when any of the 
following conditions exist:

a) The child is temporarily absent from the provider's home and payment was made to the provider to meet the child's needs.

b) The overpayment was exclusively the result of a Department administrative error.

c) Neither the Department nor the provider was aware of the information that would establish that the child was not eligible for foster care benefits in the provider's home, or the provider did not have knowledge of, and did not contribute to, the cause of the overpayments.

d) The cost of the collection exceeds the amount of the overpayment, i.e., costs which the county shall consider when determining the cost effectiveness to collect are total administrative and personnel costs, legal filing fees, investigative costs, and any other costs which are applicable.

NOTE:
Regulations do not prevent counties from collecting 

an overpayment that results from the payment of aid 

paid pending.



	
	2. If it is determined that an overpayment may be collected:

a) Determine from whom the overpayment may be recovered.

1)
An overpayment shall only be collected from a provider 
who actually received the overpayment.  Overpayments 
shall not be collected from subsequent providers who 
provide care to a child for whom overpayment was 
assessed.

2)
If the child for whom the overpayment was assessed is 
no longer in the home of the provider, grant 
adjustment 
and grant offset shall not be used to recover the amount of 
the overpayment.  This applies 
even if the provider is 
caring for other foster care children.


	WHO
	      HOW

	
	

	O/P Collection EW
	b) Determine the appropriate recovery method and the amount to be recovered.

NOTE:
Overpayment recovery shall not be initiated when it 

has been more than a year since the initial 



determination of an overpayment.  The initial 


determination of the overpayment may occur more 

than a year after the actual overpayment occurred and 

recovery shall be sought.  The date of determination 

is controlling, not the date of the actual overpayment.

3.
Explain "voluntary grant offset" to the caregiver who is still 
providing foster care to the child for whom the overpayment is 
assessed.  If the caregiver is willing to voluntarily repay the 
overpayment.  Complete a written agreement with the caregiver 
indicating the amount of the overpayment and include the 
repayment schedule.  Ensure the caregiver signs and dates the 
agreement.


C.
WHEN:

GROUP HOME, FOSTER FAMILY HOME, RELATIVE HOME, 






FOSTER PARENT, NON-RELATED LEGAL GUARDIAN OR NON-






RELATED EXTENDED FAMILY MEMBER RESPONDS TO AN 






OVERPAYMENT NOTICE WITH CASH, CHECK OR MONEY 







ORDER
Revenue Enhancement has a ‘collections account’ that provides timely deposits of collected revenue and eliminates the risk of loss of funds.  This is an interdepartmental collaboration with the Treasurer-Tax Collector and Revenue Enhancement.  This account is known as the “Sweep Account for Overpayment Collections.”

	WHO
	      HOW

	
	

	Deposit EW
	1. Complete the payment control log.  
Annotate the cross-reference to the group home/FFH/relative/foster parent.  Photocopy the check or money order.


	
	NOTE:
It is illegal to photocopy cash.  All cash transactions 



shall be witnessed and verified by staff with non-vested 


interest.

2 Endorse, by stamping all checks and money orders immediately.

If cash is received, ensure that a non-vested designated person witnesses the amount and receipt.


	WHO
	      HOW

	
	

	Deposit EW
	3.
Reconcile the payment control log with the cash, checks and/or 
money orders received.

If the list and amounts are not reconciled, proceed with step 2 above until accountability is accomplished.

	
	4.
Complete and photocopy the deposit permit.  Deposit into the 
“Sweep” account the cash, checks and/or money orders at Bank of 
America, 2901 Eastland Center Drive, West Covina.



	
	NOTE:
The “Sweep” account allows local deposits into the 


Treasurer-Tax Collector’s main deposit account.



	
	5.
Deliver one copy of the checks, deposit 
permits, and payment 
control log to the Reconciliation EW.

6.
Deliver one copy of the checks, supporting documents and 
payment control log to the Overpayment Recovery Unit Clerk.

	
	NOTE:
The Unit Clerk will enter amounts on a cash register and 

post payments to the Automated Overpayment Collection 

System.  The Unit Clerk will forward the copy of the 


checks, supporting documents and payment control log to 

the appropriate O/P Collection EW. 


	Reconciliation EW
	1. Receive a copy of the checks, deposit permits and Treasurer Tax Collector deposit confirmation.

NOTE:
The Treasurer-Tax Collector will send the deposit 


confirmation to Revenue Enhancement monthly.  This 

deposit confirmation is a record of the “Sweep” account 

activity.

2.
Reconcile the deposit permits with the deposit confirmation.

a) If the permits and confirmation are reconciled and accurate, file for record retention.

b)
If the permits and confirmation are not reconciled or 
accurate, notify the Overpayment Recovery Unit ES.


	WHO
	      HOW

	
	

	Reconciliation EW
	3.
Receive the Bank of America “Sweep” account monthly bank 
statement and DCFS Finance Section monthly report.

4.
Reconcile bank statement with reports.

a)
If the bank statement and report are reconciled and accurate, 
file for record retention.

b)
If the bank statement and report are not reconciled and 

accurate, notify the Overpayment Recovery Unit ES.


	Overpayment Recovery Unit ES
	1. Receive the monthly bank statement or reconciliation discrepancy statement.

2. Research and investigate all discrepancies.  If the discrepancy cannot be resolved within the bank statement period, continue to monitor the reconciliation.  Report discrepancies to the HSA I.

3. When the bank statement is reconciled, sign and date the reconciliation.  Ensure that all appropriate approval level signatures are included.

4.
File the bank statement reconciliation.  Retain for record keeping 
as appropriate for an audit or no more than five years.


	Quality Assurance ES


	1. Conduct a random sampling of all Overpayment Recover Unit activities.

2.
Complete a report of the findings.  Deliver the report to the 
HSA I.


D.
WHEN:

GROUP HOME, FOSTER FAMILY HOME, RELATIVE HOME, 




FOSTER PARENT, NON-RELATED LEGAL GUARDIAN OR 





NON-RELATED EXTENDED FAMILY MEMBER RESPONDS 





TO AN OVERPAYMENT NOTICE WITH A WRITTEN 







REPAYMENT PLAN OR DISPUTE

	WHO
	      HOW

	
	

	O/P Collection EW
	1.
When a mutually agreed upon repayment plan is received:

a)
Access the Automated Overpayment Collection System and 
review the specific ledger and statement.


	WHO
	      HOW

	
	

	O/P Collection EW
	b)
Enter the status, and comments.

c)
Set a control for the effective date of the first payment.



NOTE:
If the group home or FFA is not paying according to 



the agreement, contact the HSA I to determine if a 



written dispute was received by the Division Chief.

If there is no written dispute, proceed with an administrative hold.

2. When a written dispute is received:

a)
Access the Automated Overpayment Collection System and 
enter the status, and comments.

b)
Obtain the supporting documentation.

c)
Send the written dispute, response and supporting 
documentation to the ES for review.

NOTE:
The ES shall forward the response to the HSA 


III/Division Chief for approval.  The Division 


Chief will provide a final written response to the 


dispute within 30 days.  If the provider disagrees 


with the response, the provider may submit a 


written appeal to the Department Director.  The 


Department Director will provide a written 



response to the appeal within 30 days.

d)
Ensure that all overpayment collection activity is suspended 
until the appeal/dispute process is completed.


E.
WHEN:

NO RESPONSE IS RECEIVED FROM A GROUP HOME, 







FOSTER FAMILY HOME, RELATIVE HOME, FOSTER 







PARENT, NON-RELATED LEGAL GUARDIAN OR NON-







RELATED EXTENDED FAMILY MEMBER

	WHO
	     HOW

	
	

	O/P Collection EW
	1. At the control date, if the provider does not return the overpayment, enter into a mutually agreed-upon repayment plan, or provide a written dispute:

2.
Call the agency in an attempt to resolve payment issue.

	WHO
	     HOW

	
	

	O/P Collection EW
	3.
If payment issue is not resolved, prepare a recommendation to 
place the home on "Do Not Refer."


4.
Submit to the HSA I/III for approval process to the Director of 
DCFS.

5.
Once approved, complete a letter of notification specifically 
addressed to the agency stating that the group home/FFA will 

be placed on "Do Not Refer" status in 24 hours.  Fax the 
notification to the group home/FFA.

a)
If the group home/FFA submits payment within 24-hours, 
update the Automated Overpayment Collection System.  
Refer to Section B or C above.


	
	b)
If there is no response after 24-hours from the group 
home/FFA, deliver a photocopy of 
the “Do Not 
Refer” 
notification to the Resource Management Unit.

NOTE:
When the entire overpayment or agreed upon 


payments are received, the group home/FFA shall 

be removed from the “Do Not Refer” status.

	
	

	Overpayment Recovery Unit ES
	1.
Receive confirmation that the group home/FFA is placed on “Do 
Not Refer” status.


	
	2.
Update the list of group homes/FFAs that are on 
administrative hold as a result of an outstanding overpayment.

3.
Deliver the list to the HSA I on a weekly basis.

4.
Send a confirmation photocopy to:

a) HSA I

b) HSA III

c) Division Chief

d) Probation Department Placement Section, if the group home/FFA is a Probation facility.

5.
Download the APPS budget actions on a weekly basis.  Prepare 
the following weekly reports.  Submit the reports to the HSA I.

	
	

	WHO
	     HOW

	
	

	Overpayment Recovery Unit ES
	a) Overpayment Collections Activity

b)
Homes on Administrative “Do Not Refer” Hold 

c)
FAD Exception Distribution

d)
Overpayment Invoices created/initiated

e)
Account Receivable by GroupHome/FFA

	
	6.
Upload the monthly overpayment activity.  Prepare the 
overpayment processing monthly management report.  Submit 
to the HSA I.  Include the number of:

a) Legitimate overpayments

b) Invalid overpayments

c) Resolved overpayments

d) Collected overpayments

e) Total amount of overpayments


	
	7.
Prepare ‘ad hoc’ reports as needed.

8.
Review dispute response letters.  Control the signed dispute 
letters for appropriate action.

9.
Prepare a monthly list of “write-offs.” Include on the list 
accounts determined as:

a) Not administratively feasible to collect

b) No authority for collection.  (i.e., foster parents and relatives prior to January, 1999) 

10.
Send the list to the Treasure-Tax Collector for approval.

NOTE:
In the event that a refund must be made, a "Trust Warrant 

Requisition" is completed and sent to the General Claims 

Section at the Hall of Administration for reimbursement

to the caregiver.








ELIGIBILITY  E060-0530  (02/02)
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