




HIGHLIGHTS

1. “Overpayments” are payments made by the Organization to a staff member in excess of his or her entitlements under the Staff Regulations and Rules and relevant administrative issuances (section (a) of the instruction).

2. Normally, the full amount of an overpayment is recovered.  However, the instruction defines in section 3.1. the conditions under which recovery may  be limited to overpayments made during the last two years.

a) The overpayment resulted from an administrative error on the part of the Organization; and
b) The staff member was unaware, or could not reasonably have been expected to be aware, of the overpayment.

3. Authority to decide whether the conditions of section 3.1 are met is reserved to the Controller.

4. As soon as an overpayment has been discovered by the Organization, the office responsible for the determination and administration of the entitlement must notify the staff member that an overpayment has occurred and will be recovered (Section 2.3 of ST/AI 2000/11 [abolished and replaced by ST/AI/2009/1]).  At Headquarters, this will usually be OHRM (dependency benefits, education grant, etc.), or the Executive Office (salary, post adjustment, mobility and hardship allowance).

5. The two-year period is computed back from the date of the notification to the staff member that an overpayment has occurred, or from the date when the staff member advised the Organization that he or she has discovered that an overpayment had occurred.

STEPS TO BE TAKEN BY THE RESPONSIBLE OFFICER

· Immediately after an overpayment has been discovered by the Organization, address memorandum to staff member advising that an overpayment of an entitlement (to be identified) has occurred and will be recovered.  Whenever possible, the memorandum should also explain how the overpayment occurred, and its amount.  If the information is not available at the time, it will be provided in a follow-up memorandum.

· Simultaneously, and if applicable, raise Personnel Action (PA) or take other appropriate action to discontinue payment in excess of entitlement.


· Analyse the facts to establish whether the conditions of applications of the two-year limit could be met, i.e. administrative error and staff member did not know or could not reasonably have been expected to know the overpayment. If not, overpayment is recovered in full.

· If the facts indicate that the conditions could be met, prepare a submission with supporting documentation to the Controller for his consideration and decision.

RECOVERY OF OVERPAYMENTS


Guidelines for application of ST/AI/2000/11 [abolished and 


replaced by ST/AI/2009/1]











(The date of the memorandum to the staff member or the date of the notification by the staff member that an overpayment has occurred determines the starting point of the two-year limit if the Controller decides that the conditions are met for the limit to apply.
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