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Holders of the Payroll/Personnel Manual

As previously notified, effective October 3, 2004, some customer agencies will begin
processing alhewthird party debts for their employees (including new military service
deposit deductions) and all changesxasting debts é€xcept for existing military service
deposit deduction$. This bulletin provides information concerning the processing of new
military service deposit deductions for those agencies assuming this responsibility.

Entry/Processing

Military Service Deposit Deductions are entered in EPIC (Entry, Processing, Inquiry, and
Corrections System) using a new payroll document (Deductions Due To Indebtedness).
Please refer to Bulletin Title I, 04-11, Automation of Third Party Debts, dated

September 9, 2004, for general EPIC entry procedures. Detailed instructions for processi
military service deposit deductions are outlined in the attachment to this bulletin.

FOCUS Reports

The FOCUS program (AGARNISH) is available for agencies to produce a report which
shows the military deposit deductiofisceipt account type 94/96)hat have reached a
zero balance. This report also displays military receipt accounts that were or were not
deducted for a certain pay period. The FOCUS program is found at:
“NFC.FOCS.NFC.EXEC(AGARNISH)".

Procedures

The EPIC procedure, which is available online at the NFC Web site, will be updated to
include the information in this bulletin. To view and/or print this procedure, go to the NFC
home pagewww.nfc.usda.ggwvand click thePubs & Formsicon. At the Pubs & Forms

page left-hand menu, clidkdst by Title/Chapter then search for the applicable procedure
on the list provided.

Inquiries
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For questions about policy/regulations, contact your Agriculture Payroll/Personnel User
Group (AGPUG) representative or Committee for Agriculture Payroll/Personnel System
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(CAPPS) representative. Please refer questions about military deposit deductions to the
Payroll Operations Branch 804-255-463Q

i

RANDOLPH H. GONZALES, Acting Director
Government Employees Services Division

Attachment
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Processing Military Service Deposit Deductions

Military service deposit deductions are entered in EPIC (Entry, Processing, Inquiry, and
Corrections System) and recorded in IRIS (Information/Research Inquiry System) until they
have been fully collected. Once the deductions have reached a zero balance, the record must be
manually deleted from the system and the paperwork must be forwarded to the Payroll
Reconciliation Retirement Section at NFC to update the employee’s military service retirement
record.Before the military service deposit deduction package is forwarded to NFC, all
reconciliations (including applicable interest accrued) must be complete®NFC currently

uses a web-based product called “FedBens” for computing the total amount owed including
interest accrual. The military deposit calculator may be purchased at www.Fedbens.com.
Agencies are responsible for ensuring that the military service deposit deduction balance in IRIS
matches the balance in the NFC’s Retirement System (RETM).

The following is a list of steps to follow in processing a new military service deposit application
where the employee is paying by check:

1. Create a military service deposit packagasing the forms submitted by the employee.

s  OPM Forml1514 Military Deposit Worksheet. The OPM Form 1514 must include the
period of military service, the amount of earnings, and the percentage rate. The percentage
rate is 3 percent of the gross amount made in military service for FERS (Federal
Employees Retirement System) employ@d®sceipt Account Type 96 and 7 percent for
CSRS (Civil Service Retirement System) employ@eeipt Account Type 94)

s SF-3108 Application to Make Service Credit Payment (used for FERS employees) or
SF-2803 Application To Make Deposit Or Redeposit (used for CSRS employses).
forms must be signed by the employee

2. Forward the check payment with all applicable documents to NFC at the address shown
below for processingNote: All military service deposits (new or existing) made payable
by check will continue to be forwarded to NFC for processing.

USDA, National Finance Center
Administrative Collections

P.O. Box 70792

Chicago, IL 60673

The following is a list of steps to follow in processing new military service deposit deductions:

1. Create a military service deposit packagasing the forms submitted by the employee.

s OPM Form1514 Military Deposit Worksheet. The OPM Form 1514 must include the
period of military service, the amount of earnings, and the percentage rate. The percentage
rate is 3 percent of the gross amount made in military service for FERS employees
(Receipt Account Type 96)and 7 percent for CSRS employ€Beceipt Account Type
94).
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SF-3108 Application to Make Service Credit Payment (used for FERS employees) or
SF-2803 Application To Make Deposit Or Redeposit (used for CSRS employses).
forms must be signed by the employee

Use FedBens to obtain the required deposit owed before interest and after interest
accrues.FedBens will display the beginning balance amount needed to pay or receive full
credit for military time and calculate the amount of interest due.

To obtain the beginning balance amount, enter the employee’s retirement system (FERS or
CSRS), start date of civilian employment, and the total amount of military earnings.

Note: Employees have up to three years after entering civilian employment to pay back
military service retirement deposits without accruing interestFE®S employees, the

interest accrued is determined by the date the employee entered civilian employment. For
CSRSemployees, interest is accrued annually starting on October 1 of eachAfterar.
determining the interest, add it to the balance due and enter the adjusted balance into
EPIC.

Run a FedBens reporto obtain all interest accrual dates, interest, and balances due.
Note: To obtain the current balance due with interest added at any time during the year,
access IRIS 114 and retrieve the current balance owed. Enter this amount and the
anniversary date (interest accrual date) in FedBens and run the report.

4. Print a copy of the FedBens screeand place it in the deductions package.

Check the Amount of Deposit Dudvased on the information contained on the OPM Form
1514.Note: If interest accrues this amount will change.

Prepare a Military Deposit Deduction worksheeto record the starting balance and any
interest accruedNote: This worksheet will be used in Step 11 when verifying the
cumulative retirement deduction amount. See Sample A.

Enter all military deposit deduction information into EPIC using the Deductions Due
To Indebtedness window.

Check IR114 (Receipt Accountsihe next day to verifyif the information previously
entered is correct or if the record dropped from the system.

If the information is correct and this is & ERS employee, file the deduction package by
social security number/month entered duty. For exam@@456789SEPThis number
will be used as the Receipt Account Number.

If the information is correct and this is & SRSemployee, file the deduction package by
social security number.

If the information is incorrect, you will need to reenter the correct information into

EPIC. Access the EPIC 089 Document (Deductions Due To Indebtedness) screen. At the
Transaction Code field, click the down arrow and seld@nge Enter the correct data

and selecFile > Save The Save Changes pop-up appears. C¥ek] to save entries. If

all data entered has been accepted, the message “Document Successfully Added” will be
displayed. Seledtile > Closeto exit the Deductions Due to Indebtedness window. Repeat
the verification process again. Once completed, file the military deposit deduction package
with the procedures used for FERS/CSRS employees.
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s If the record does not appear in IR114check the EPIC Suspense. Access the EPIC 089
Document (Deductions Due To Indebtedness) screen. Click the down arrow on the Search
button to choose the Selection Criteria. At the Selection Criteria pop-up, select the 089
Deduction Record and Suspense Document (EPIC Status).[GKgk A listing of all
documents entered in suspense will be displayed. Double click on the applicable record.
Once the record has been selected, the PINE (Personnel Input and Edit) Suspense Error
Listing will be displayed showing any error messages. View or Print the error listing.
When completed, click outside the PINE Suspense Error Listing box. The system returns
to the EPIC document. Correct the error(s) by entering all data andSeetSave The
Save Changes pop-up appears. dds] to save entries. If all data entered has been
accepted, the message “Document Successfully Saved” will be displayed F8elect
Closeto exit the Deductions Due to Indebtedness window. Repeat the verification process
again. Once completed, file the military deposit deduction package with the procedures
used for FERS/CSRS employees.

9. After PAYE runs each pay period, run the FOCUS program (AGARNISH)to obtain a
report that shows the military deposit deductions for the specified pay period (including
those which did or did not deduct in that pay period). It will also show any deductions that
have reached a zero balance.

» If an account has reached a zero balance. Proceed to Step 10.

s If an account has had deductions but has not reached a zero balance, continue to run this
report each pay period and post the collections to the deductions worksheet until the
account reaches a zero balance.

m If an account did not have deductions and has not reached a zero balance, check IR114 to
determine if the employee has terminated or retired. If so, cancel the 94 or 96 receipt
account in EPIC and send the military deposit deductions file to the Retirement
Reconciliation Section at NFC to the address shown below. If the employee is in a
non-pay status, record this information on the deductions worksheet each pay period until
deductions resume.

10. Forthose receipt accounts that have reached a zero balange to the file and examine
the deduction worksheet to verify that all interest has been added to the beginning balance
on these accounts.

11. Go to RETM to verify that the cumulative retirement deduction amount in RETM
agrees with the balance owed as indicated on the deduction workshebhis amount
will also include any payments previously made by chBcite: You must have security
access to RETM to continue at this point. If you need access to RETM, notify your
security officer.

s Access RETM to obtain the cumulative retirement deductions amount. From RETM
Personnel Office Menu, enter Action Cddeéelection Cod®&, and the employee’s social
security number and press Enter. The Basic Screen - Inquiry screen displaysnatitie
Military (MIL) field. Note: The cumulative retirement deductions amount field (CUM
RET DEDUCTIONS) will display the total amount collected for this military deposit
deduction, including both payroll deductions and check payments.
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12.

PresgPF10] to access the Deduction Information window which displays an annual
breakdown of all monies collected for this military deposit deduction. Print this listing and
include it in the deduction file.

StampPAID IN FULL on the OPM Form 1514 and record the total amount collected on
the stamp line. See Sample B.

StampFPM-LTR 831-80 E(2)on the OPM Form 1514 indicating that the SF-2806 will
be forwarded to OPM upon the employee’s separation. See Sample B.

Access EPIC and delete the record after all reconciliations are completedThe
deduction worksheet, IRIS, and RETM must agree before the record is deleted from the
system.

If the cumulative retirement deductions amount in RETM does not agree with the
deduction worksheet check the beginning balance and interest (if any) on the deduction
worksheet. Verify these amounts against each of the FedBens printouts posted in the
deduction fileNote: A printout should be done for each pay period showing the interest
added (if any).

Once the error is detected and additional funds need to be collected, access the EPIC 089
Document (Deductions Due To Indebtedness) screen. At the Transaction Code field, click
the down arrow and seleChange Enter the correct data and seléit¢ > Save The Save
Changes pop-up appears. Clj¥es] to save entries. If all data entered has been accepted,
the message “Document Successfully Added” will be displayed. Felect Closeto exit

the Deductions Due to Indebtedness window. Record on the deduction worksheet the
amount in error. The balance should now be zero.

Once the error is detected and a refund is due, access SPPS (Special Payroll Processing
System) and add a new record. Add a note in SPPS stating that this is a request for a
Refund of $ for Military Service Deposit Overcollectionand include the receipt account
number which is used in EPIC. Record on the deduction worksheet “Refund Due to
Overcollection-Request sent to SPPS on X/X/XX” (include the agency’s contact name and
phone number).

Note: If the employealecides not to completdiis military service deposit and requests a

refund, access SPPS and add a new record. Add a note in SPPS stating that this is a request
for aRefund of $ for Military Service Depositand include the receipt account number

which is used in EPIC. Record on the deduction worksheet “Refund To Employee

-Request sent to SPPS on X/X/XX” (include the agency’s contact name and phone

number).

Before processing a refund, please refer to the OPM’'s CSRS and FERS Handbook,
Chapters 23 (Service Credit Payments for Post 1956 Military Service) and 32
(Refunds) for specific information concerning military service deposit refunds.
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13. The Reconciliation Package is then forwarded to the Payroll Reconciliation
Retirement Section at NFC(address shown below) to update the employee’s military
service retirement record.

USDA, National Finance Center

Payroll Reconciliation Retirement Section
P.O. Box 29310

New Orleans, LA 70189
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Sample A, Military Deposit Deduction Worksheet
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Sample B, OPM Form 1514, Military Deposit Worksheet
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