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[bookmark: _I._Policy_Statement]I.	Policy Statement	
The University of Louisiana at Monroe (ULM) establishes this policy in accordance with Louisiana Revised Statute 42:460, effective March 20, 2005, and Article VII, Section 14 of the Louisiana Constitution to ensure the timely identification and recovery of payroll overpayments.
[bookmark: _II._Purpose_of]II.	Purpose of Policy
The purpose of this policy is to establish uniform procedures for the identification, notification, recovery, and resolution of payroll overpayments made to employees of the University of Louisiana at Monroe (ULM).

An overpayment occurs when compensation or benefits are paid to an individual in excess of the amount to which the individual is legally entitled. Overpayments may include, but are not limited to:
· Salary or wages paid in error;
· Annual leave or sick leave payments made in error;
· Refunds of payroll deductions issued in error; and
· Any other compensation or payroll-related payment to which the employee is not entitled.

Article VII, Section 14 of the Louisiana Constitution prohibits the donation of public funds. Accordingly, ULM is required to make reasonable efforts to recover all payroll overpayments made to both current and former employees. Recoupment shall occur only after the employee has received written notice of the overpayment and has been provided an opportunity to dispute the determination in accordance with this policy.
[bookmark: _III._Applicability]III.	Applicability
This policy applies to all individuals receiving payroll compensation from the University, including:
· Full-time employees;
· Part-time employees;
· Temporary and seasonal employees;
· Student workers;
· Graduate Assistants; and
· Former employees who have received an overpayment.
[bookmark: _IV._Definitions]IV.	Definitions
Overpayment – Compensation, wages, leave payments, benefits, or other payroll-related funds paid to an individual in excess of the amount legally owed or earned. An overpayment may result from payroll processing errors, data entry errors, direct deposit errors, benefit calculation errors, or other administrative mistakes. 
Responsibility for repayment is based upon receipt of funds to which the employee was not entitled and is not dependent upon fault by the employee, supervisor, Payroll, or any other University office.
Recoupment – The process by which the University recovers funds that were paid in error. Recovery may occur through payroll deduction, direct deposit reversal, personal payment, or another authorized repayment method.
V.	Policy Procedure
A. Employee Acknowledgement
During the onboarding process, all newly hired employees and employees transferring to another position within the University shall be provided with a copy of the University's Payroll Overpayment and Recoupment Policy.
As part of the onboarding or transfer process, employees shall sign an acknowledgment confirming that they understand:
· The University is required to recover payroll overpayments in accordance with applicable federal and state law, the Louisiana Constitution, and University policy; 
· Any payroll overpayment is subject to recoupment; and 
· Repayment may be recovered through one or more of the methods described in this policy after the employee has received written notice of the overpayment and an opportunity to dispute the determination. 
The signed acknowledgment shall be maintained in accordance with the University's personnel records retention requirements.
Human Resources is responsible for obtaining and retaining the signed acknowledgment prior to or as part of the employee's onboarding or transfer process.
B. Notification of Overpayment
The Controller's Office shall calculate the amount of the overpayment and verify the calculation prior to issuing written notification.
The written notification shall include:
1. The pay date(s) on which the overpayment occurred;
2. The amount of the overpayment;
3. The reason for the overpayment;
4. The proposed method of repayment;
5. Available repayment options; and
6. The process for disputing the determination.

C. Recoupment from Active Employees
Current employees may satisfy repayment through one of the following methods:
1. Direct deposit reversal, when permitted;
2. A one-time payroll deduction;
3. A repayment plan not to exceed twelve (12) months; or
4. Personal payment by check, cashier's check, or money order.
If an employee separates from employment before the overpayment has been fully recovered, the University will withhold the remaining balance, to the extent permitted by law, from the employee's final paycheck. Any outstanding balance remaining after separation will be collected in accordance with the procedures applicable to separated employees.
Payroll deductions shall not reduce an employee's gross wages below the applicable federal minimum wage unless the employee voluntarily authorizes a greater deduction in writing.
D. Employees Transferring to Another State Agency
If an employee transfers to another Louisiana state agency before repayment has been completed, ULM shall notify the receiving agency of the outstanding balance and provide documentation supporting the overpayment and repayment agreement. Both agencies shall cooperate to facilitate recovery of the remaining balance.
E. Recoupment from Former Employees
Former employees may repay the overpayment through one of the following methods:
1. A one-time personal payment by check, cashier's check, or money order; or
2. A repayment plan not to exceed twelve (12) months.

If repayment cannot be obtained through these methods, the Controller's Office shall consult with the University of Louisiana System legal counsel to determine whether additional legal collection efforts are appropriate.
F. Dispute Process
An employee who believes that an overpayment determination is incorrect may submit a written dispute to the Controller within five (5) working days of receiving the notification.
The written dispute shall clearly state the basis for the employee's disagreement. 
The Controller shall issue a written response within ten (10) working days after receiving the dispute.
If the employee disagrees with the Controller's determination, the employee may submit a written appeal to the Vice President for Business Affairs within five (5) working days of receiving the Controller's response.
The Vice President for Business Affairs shall issue a written decision within fifteen (15) working days of receipt of the appeal. The decision of the Vice President shall constitute the University's final administrative determination.
[bookmark: _VI._Enforcement]VI.	Enforcement
The Controller's Office is responsible for administering and enforcing this policy. 
For payroll-related overpayments involving current or former employees:
1. Payroll Accounting shall issue the initial written notification requesting repayment.
2. If no written response, appeal, or repayment arrangement is received within thirty (30) calendar days, a second written notice shall be issued.

3. If no response is received within thirty (30) calendar days of the second notice, a third and final notice shall be issued advising the individual that, unless repayment or a signed repayment agreement is received within five (5) business days, the outstanding balance will be referred to Student Account Services for collection.
4. If collection efforts by Student Account Services are unsuccessful, the University may refer the outstanding balance to the Louisiana Attorney General's Office or other authorized collection entity for recovery, as permitted by law.

The Controller's Office shall maintain documentation of all notices issued, repayment agreements executed, repayments received, and collection efforts undertaken.
Information regarding payroll overpayments shall be treated as confidential personnel information and handled in accordance with applicable federal and state law and University policy. Access shall be limited to employees with a legitimate business need.
[bookmark: _VII._Policy_Management]VII.	Policy Management
Upon adoption, the Vice President for Business Affairs shall be the Responsible Executive for the management of this policy.  The responsible officer is the Controller and the Office of the Controller is the office that is responsible for implementing and administering the policy.
VIII.	Exclusions
Exceptions to this policy are expected to be rare and may only be approved in writing by the Vice President for Business Affairs in consultation with the Controller when permitted by applicable law. No exception may conflict with the Louisiana Constitution, state law, or University of Louisiana System policy.
[bookmark: _IX._Effective_Date]IX.	Effective Date
This policy is effective on the date signed by the University President.
[bookmark: _X._Adoption_Date]X. 	Adoption 
This policy is hereby adopted on this 19th day of August 2026.
Recommended for Approval by: 				Approved by:		
[image: Dr. Carrie Castille's Signature][image: Dr. Bill Graves Signature]
________________________________________		____________________________________	
Dr. Bill Graves, Vice President for Business Affairs                                Dr. Carrie L. Castille, President
[bookmark: _XI._References_and][bookmark: _XI._Appendices,_References]XI.	Appendices, References and Related Materials
· Link to the Louisiana Constitution, Article VII, Section 14 
· Link to Louisiana Revised Statute 42:460, Recoupment of Overpayments; Establishment of Rules 
· Link to Louisiana Administrative Code, Title 4, Part III, Chapter 7, Recoupment of Overpayments 
· Link to the University of Louisiana System Policies and Procedures, as applicable 
· Link to University of Louisiana at Monroe Payroll Policies and Procedures 
· Link to Fair Labor Standards Act (FLSA), 29 U.S.C. § 201 et seq., as applicable 
· Any other applicable federal and state laws, regulations, and University policies governing payroll administration and recovery of overpayments
[bookmark: _XII._Revision_History]XII.	Revision History	
Original Adoption Date: March 20, 2005
Revised August 19, 2026.  Revisions include: Policy comprehensively revised and reformatted to align with the current University policy template. The policy was renamed Payroll Overpayment and Recoupment Policy and substantively updated to incorporate current statutory and regulatory requirements, clarify roles and responsibilities, establish employee acknowledgment and dispute procedures, and formalize notification, repayment, enforcement, and policy management processes.
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