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SECTION 419 INDEBTEDNESS

1.  Purpose.  This section sets forth a uniform policy concerning employee indebtedness.

2.  Applicability.  This section is applied to all activities serviced by HRO COMNAVREG HI.

3.  Discussion.  An employee’s failure to pay his just financial obligations usually has two undesirable effects.  First, since the creditor cannot normally garnishee an employee’s salary, his only recourse is to try to enlist the assistance of the employer.  If this is not successful, the creditor is left with the feeling that the Federal Government is as much to blame as the employee.  Thus, an unfavorable image is created.  Secondly, correspondence with creditors and memos to, and conferences with, the employees involved add considerably to the workload of an office.

4.  Policy.  It is the policy of the Department of the Navy that employees must pay each just financial obligation in a proper and timely manner, especially one imposed by law such as Federal, State, or local taxes.  A “just financial obligation” means one acknowledged by the employee or reduced to judgement by a court or one imposed by law such as Federal, State, or local taxes, and “in a proper and timely manner” means in a manner which does not, under the circumstances, reflect adversely on the Government as his or her employer.  In the event of dispute between an employee and a creditor, the employer is not obligated to arbitrate the validity or amount of the disputed debt.

5.  Action.  All letters of indebtedness which have been mailed directly to an activity will be forwarded immediately to the Labor and Employee Relations Division, HRO COMNAVREG HI.  Oral complaints will not be processed.  The complainant will be asked to submit a written, signed complaint.  Upon receipt of a written notice or complaint of indebtedness, the following action will be taken:


  a.  The HRO COMNAVREG HI will notify the creditor and the employee of the policy on indebtedness by use of NAVEXOS Form 3893 (Exhibit 1).


  b.  The HRO COMNAVREG HI will then prepare a Notice of Indebtedness/Employee Counseling Request (Exhibit 2) and forward it with the indebtedness complaint to the employee’s immediate supervisor.

    c.  The immediate supervisor will counsel the employee.  If the employee acknowledges the debt, it is important that the employee do so in designated space on the Notice of Indebtedness/ Employee Counseling Request.  The supervisor may suggest the use of financial counseling services available from the Federal Credit Unions or other sources.


  d.  Within 10 days after receipt of the Notice of Indebtedness/Employee Counseling Request, the supervisor will return the bottom portion to the HRO COMNAVREG HI.


  e.  A copy of NAVEXOS Form 3893, Notice of Indebtedness/ Employee Counseling Request and the employee’s reply, if any will be retained in the HRO COMNAVREG HI files for two years from the date of the indebtedness complaint.


  f.  The Internal Revenue Service has a legal right to issue notices of levy against an employee’s salary for Federal Government debts.  Employees’ salaries may also be garnished in cases of delinquent child support or alimony ordered by a court.  Such notices will not be processed as provided above.  They will be forwarded by the appropriate official directly to the servicing payroll office.

EXHIBIT 1

DEPARTMENT OF THE NAVY

EMPLOYEES INDEBTEDNESS NOTICE

NAVEXOS-3893






S/N 0104-LF-901-3500

NAME


ACTIVITY
DATE




        IS NO LONGER            HAS NEVER BEEN            HAS BEEN NOTIFIED BY COPY OF

        IN OUR EMPLOY           IN OUR EMPLOY             THIS FORM OF YOUR COMMUNICATION

                                                          REGARDING HIS INDEBTEDNESS OF

                                                          $_____________



The attention of both parties is invited to the statements of policy below.

SIGNATURE                                                              TITLE

    (                          (
    (                          (
(Fold on this line)

STATEMENTS OF POLICY

1.  Creditor:

The Department of the Navy considers that it is the responsibility of creditors to investigate employees to who they extend credit and to assume responsibility for collection.  Although the Department desires that private debts be resolved as expeditiously as possible, and will assist creditors to the extent of calling the employee’s attention to his indebtedness and the Department’s attitude thereto, it cannot consider itself as a collection agent or become an arbiter when the validity of a debt is questioned.

The Department expects its employees to pay their debts and maintain a reputation in the community for honoring their obligations.  Failure without good cause to honor just debts may reflect on an employee’s suitability for continued employment with the Navy and may lead to disciplinary action, including removal.

2.  Employee:

It is emphasized that failure to honor your just debts will reflect adversely on your suitability for continued employment.  Each communication received from your creditor(s) will become a matter of record and may serve as part of the total record considered when personnel actions of vital importance are taken.  Failure on your part to assume a responsible attitude toward your obligations will be considered sufficient reason to initiate disciplinary action to suspend or separate you from employment.  It is therefore unquestionably to your interest to make immediate arrangements to settle this matter satisfactorily.

EXHIBIT 2

NOTICE OF INDEBTEDNESS/EMPLOYEE COUNSELLING REQUEST

FROM:  HRO, COMNAVREG HI CODE N01CP2A



TO:

REF:  COMNAVREGHIINST 12000.1D Section 419

ENCL:
(1) NAVEXOS Form 3893

      (2) Copy of Indebtedness Complaint

NAME OF EMPLOYEE:


















DATE:

PLEASE COUNSEL THE EMPLOYEE (Or designate someone) and REPORT THE RESULTS TO HRO, COMNAVREG HI UTILIZING THE LOWER PORTION OF THIS FORM.

------------------------------------------------------------------------------------------------------------------------------

FROM:
(Department Head or Immediate Supervisor)

TO:
  HRO, COMNAVREG HI CODE N01CP2A

EMPLOYEE WAS COUNSELED WITH THE FOLLOWING RESULTS:

(   )
CLAIMS THIS IS NOT A JUST DEBT (explain in remarks section)

(   )
ADMITS DEBT AND WILL MAKE PAYMENT EFFORTS












             _____________________________




















  (Employee’s signature)




















  (Acknowledging Debt)

(   ) OTHER (Explain)

EMPLOYEE WAS ADVISED THAT NON-PAYMENT OF DEBTS MAY RESULT IN DISCIPLINARY ACTIONS. 

DO YOU FEEL THAT DISCIPLINARY ACTION IS APPROPRIATE AT THIS TIME?   (   ) YES       (   ) NO

SIGNATURE  (Supervisor)

















DATE:

REMARKS:

419-1
419-2
419-1

