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Civilian Human Resources Agency 

Debt Notification Process 

• Once an employee is notified by the Department of the 
Army (via command personnel) of erroneously receiving 
Living Quarters Allowance, the Department of Army will 
notify the civilian payroll office. 

 
• The civilian payroll office shall issue an appropriate 

written demand (debt notification) to the employee, for 
voluntary lump-sum payment.  

 
• The demand letter shall be issued as soon as possible 

following the discovery of the overpayment, and shall 
request that the payment be made within 30 days from 
the date of the letter. 
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Sample Demand Letter 
Explanation of Sample Demand Letter  

 
(1)The title or office symbol/code of the civilian payroll office.  

 
(2) The full name of the employee.  
 
(3) A brief but comprehensive explanation of how the 
overpayment occurred (e.g., over accrued annual leave, 
premature step increase, or overtime paid but not worked). 
Always include the pay periods for which the overpayments 
occurred and the dollar amount for each pay period. If the 
computation is complex, it may be included as an attachment 
to the letter. In some cases, a three-column table may be 
helpful. The three columns reflect amount entitled, amount 
paid, and the differences (the amount of the indebtedness).  
 
(4) The gross dollar amount of the debt.  
 
(5) The office to which the check or money order is to be made 
payable.  
 
(6) The net dollar amount of the debt.  
 
(7) The mailing address of the disbursing office.  
 
(8) The date the involuntary deduction from pay begins.  
 
(9) The estimated amount of disposable pay.  
 
(10) Fifteen percent of (9). 
 
(11) Divide (4) by the amount determined in (10) and round to 
the next highest number. Note: For debts in which (10) is 
greater that (4), this entire sentence and the one preceding it 
can be deleted from the letter.  
 
 

Debt Notification 
Process 
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Debt Notification Process 

• Included in the written demand (debt 
notification) to the employee for 
voluntary lump-sum payment, will be a 
Voluntary Repayment Agreement which 
the employee should complete and 
return to the Defense Finance and 
Accounting Services (DFAS).  

 



Civilian Human Resources Agency 

Debt Notification 
Process 
•All employees should complete a 
Voluntary Repayment Agreement. 
 
•If you fail to return your repayment 
agreement form to DFAS, 15 percent of 
your disposable pay will be deducted 
from your earnings. 
 
•If you are unable to pay 15 percent due 
to a financial hardship you may request 
a reduced deduction. ($25.00 per pay 
period is the minimum amount 
authorized). 
 

•Signature of the approving official and 
daytime telephone number is required 
on your Voluntary Repayment 
Agreement. 
 
•Fax your repayment agreement form to 
(317) 510-9795, 9796, or 9798. 
 

Sample Voluntary Repayment Letter 
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Waivers of Erroneous Payments of 
Allowances 

• After completion/submission of the voluntary repayment 
form, employees should begin the waiver application 
process. 

 
• A waiver may be granted only when the collection would 

be against equity and good conscience and not in the 
best interests of the United States.  

 
NOTE:  It is important to stress that employees do not dispute the 

debt while completing the waiver package. Disputing the debt on 
the DD2789 will result in packages being rejected. 
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The Application 
Process 
•To begin the process-locate the  
Waiver /Remission of Indebtedness 
Application DD Form 2789 on the 
DFAS claims/waivers page at 
http://www.dfas.mil/civilianemploye
es/debt/debtwaivers.html. 
 
•On the form, indicate the type of 
claim you are submitting (question 
1) and then complete Section 1 as 
applicable. 
 
 
 

http://www.dfas.mil/civilianemployees/debt/debtwaivers.html�
http://www.dfas.mil/civilianemployees/debt/debtwaivers.html�
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The Application Process 

• In LIEU of a DD Form 2789, waiver requests may also be submitted in memo format.  
 
• Your written memo must contain your: 

– Full Legal Name 
– Daytime Telephone 
– E-mail Address 
– Mailing Address 
– Social Security Number 
– Signature and Date 
 

• It must also include: 
– A statement indicating that you are requesting a Waiver of Indebtedness and your reason for doing so 
– The type of debt you want waived 
– The date and manner in which you became aware of the overpayment(s) 
– A clear, concise signed statement that you were not aware that you were overpaid 
– A statement detailing your efforts to resolve the overpayment 
– Your refund request for any collection(s) made on the debt, including why you feel your waiver request 

should be approved 
– A statement as to whether you received Leave and Earnings Statements (LES) 
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Required 
Documentation 

All waiver requests also require: 
 
•Copies of each LES for the three 
pay periods prior to the 
overpayment(s) through and 
including three pay periods after 
the overpayment(s). 

 
• If you are unable to obtain all 

required LES, you must 
include a statement indicating 
each specific pay period’s LES 
is unavailable and the reason 
why they are unavailable. 
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Required 
Documentation 

•Photocopies of all supporting 
documentation for the 
indebtedness. (This is in addition to 
the Leave and Earnings 
Statements.) Required supporting 
documentation varies by the type 
of debt you have.  
 

• For Foreign Entitlement 
Debt: Foreign Allowances 
Application, Grant and Report, 
Standard Form 1190 (SF-1190) 
and Military Orders, if 
applicable.  
 

*NOTE: Your SF-1190 must be signed 
by an official. 
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Required 
Documentation  
•January 3rd Memo, Subject: 
Erroneous Payment of Living 
Quarters Allowance to Certain 
Employees from Office of the 
Under Secretary of Defense. 
 
•Notification of Result of 
Department of Defense Instructed 
Audit of Employees’ Records 
concerning Payment of Living 
Quarters Allowance (LQA). 
 
•Command Recommendation for 
Waiver Approval (If available). 
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Suggested Documentation 

• The following documentation is highly recommended by 
DFAS to include in, but not a required part of, the waiver 
package: 

 
– Copy of tentative or firm Job offer from the Civilian Personnel 

Advisory Center (CPAC) indicating LQA eligibility. 
 
– Email traffic or correspondence from the CPAC which includes 

reference to, discussion or mention of, approval or granting of 
LQA  eligibility. 
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Additional Information 

• DFAS will not suspend your debt collection.  If you fail to return your repayment 
agreement form to DFAS, 15 percent of your disposable pay will be deducted 
from your earnings. 
 

• To Submit Your WAIVER Application Fax your waiver request and the required 
documentation to 866-401-5849 

 
• If your waiver package arrives at the payroll office with missing documentation, it 

will be returned to you with a letter requesting the needed documents. You must re-
submit your ENTIRE waiver package with these documents in order for your waiver 
application to be considered. 

 
• Submitting a waiver request does not relieve you of the responsibility of paying the 

debt. Although debt collection will continue after receipt of your waiver application, 
any amount collected that may later be waived will be refunded to you after the 
waiver is approved. 

 
• You must file a waiver application within 3 years after the erroneous payment 

was discovered. 
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Additional 
Information 
•To ensure DFAS can contact 
indebted employees, verify your 
correct address is on file with 
DFAS.  To do this, follow the steps 
below: 

• Access my pay at 
https://mypay.dfas.mil/mypay.a
spx and enter your Login ID 
and Password or, click on 
SmartCard Login. 

 
• A new screen will populate, 

providing a list of options. Click 
on Correspondence Address. 

 
• Verify the address on the 

screen is correct. Make any 
necessary changes and, click 
‘SAVE’. 

https://mypay.dfas.mil/mypay.aspx�
https://mypay.dfas.mil/mypay.aspx�
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Questions regarding debt waiver 
packages should be directed to 

your servicing Civilian Personnel 
Advisory Center   
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