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Introduction

On November 15, 1991, President George Bush signed into law the Emergency Unemployment Act of 1991 (P. L. 102-164). This law added a new provision to the Higher Education Act of 1965, authorizing the Secretary of Education to seek recovery of outstanding debts through the offset of ten percent (10%) of the disposable pay of employed individuals who have defaulted on their student loan obligations. This authority is referred to as "Administrative Wage Garnishment," and precedes all state laws to the contrary, allowing such action to be taken without a judgment or court order (hence the use of the word "Administrative" before "Wage Garnishment").  The Department considered this authority self-implementing and added no additional language to the regulations subsequently published. 

The Administrative Wage Garnishment (AWG) Program is designed to be one of many tools utilized by the U.S. Department of Education (ED) and it’s authorized representative: Private Collection Agency (PCA) to recover funds due to ED as a result of students failing to repay their financial obligation. The program is design to be used as a tool of last resort not as a first option. The law authorizes the ED to garnish the wages of individuals that refuses to pay their legal obligation to ED without having to bring an action in Federal Court.

Prior to placing an account into the AWG program every option to recover the funds should have been attempted. PCA’s should first demand the balance in full, second attempt to negotiate a settlement, and finally, offer to establish reasonable and affordable repayment terms with the customer.    

If the customer cannot present a legitimate defense to the repayment of the debt(s), such as: bankruptcy, outstanding refunds or credit issues, closed school discharge, etc.;  employed for less than one year; or that the garnishment of 10% of their disposable pay would create an undue hardship, the customer should be placed into the garnishment program. If the individual is self-employed then the account should be litigated. If the customer is a Federal employee the account should be returned in-house for placement into the Federal Offset Program.

Borrowers Rights & Responsibilities

The borrower has the right to: 

· be sent a notice 30 days prior to ED requesting wage garnishment advising him/her of ED's intention to garnish, the nature and amount of the loan obligation, and an explanation of his/her rights under the law governing administrative wage garnishment; inspect and copy records relating to the debt; 

· an opportunity to enter into a written agreement under terms agreeable to ED to establish an alternate repayment schedule; 

· an opportunity for a hearing concerning the existence, amount, or enforceability of the debt; 

· an opportunity for a hearing for the reason that garnishment of 10% of his/her disposable pay would produce an extreme financial hardship; 

· an opportunity for a hearing for the reason that garnishment is legally excluded due to reemployment within 12 months after having been involuntarily separated from employment; 

· having garnishment action withheld if he/she filed a hearing request timely; 

· not be discharged from employment, refused employment, or be subject to disciplinary action due to the garnishment and may seek redress in federal or state court if he/she is subject to such action; and 

· not have any information provided to the employer but what is necessary for the employer to comply with the withholding order. 

The Borrower's Responsibilities

To avoid garnishment of 10% of his/her disposable pay the borrower is responsible for: 

· negotiating repayment acceptable to ED/collection agency and ensuring that ED received the first payment by the response deadline date on the notice they receive, which is 30 days from the date the notice was sent; 

· making payment arrangements or requesting a hearing when requesting copies of documents since document requests do not delay a garnishment order; 

· requesting a hearing in writing that is postmarked no later than the deadline on the pre-offset notice; 

· providing documentation of his/her dispute of the existence, amount, enforceability of the debt, legal exclusion, or his/her hardship with the hearing request; 

· paying his/her expenses incurred in obtaining legal representation or attending an in-person hearing; and 

· initiating legal remedies against his/her employer if the employer discharges the borrower from employment, refuses to hire, or takes disciplinary action against the borrower. 

From 488A of the Higher Education Act of 1965, as amended, 20 U.S.C. Section 1095a. 

ADMINISTRATIVE WAGE GARNISHMENT (AWG)

Contract Requirements

Administrative Wage Garnishment (AWG) is an alternative means of enforcing collections of defaulted loans held by ED. ED is authorized to garnish ten (10) percent of the borrower's disposable salary. The law governing AWG prohibits an employer from discharging the borrower as a result of the garnishment.


If during the contractor's research, it is determined that the borrower has the ability to but no intention of paying, the borrower may be a candidate for AWG. The Contractor shall prepare for AWG an average of .15% of its ACIA per month. If the contractor fails to meet this requirement during the CPCS period, ED will withhold ten percent of the number of accounts available to that agency on the next transfer of accounts. 


To determine if the borrower is a possible candidate, the contractor shall:


1) Verify correct borrower name, SSN, and home address;


2) Verify correct employer payroll address, telephone number, and FIN;

 3) Determine if borrower is a Federal employee, seasonal worker or self –employed. If borrower is a Federal employee or self  employed, he /she is not a candidate for AWG.

4) Verify that account has been with the contractor for a minimum of sixty (60) days;

5) Verify the Letter History or Collector Notepad on the ED-DMCS shows previous successful contact;

6) Verify no agreed payment arrangements made within 60 calendar days;


7) Verify no open borrower disputes; 


8) Verify there are no split accounts (all debts shall be in same location code).

9) Verify attempts to contact at work and home after employment has been verified

Persons whose terms of employment include extended periods of leave followed by a return to service (e.g., teachers) are eligible for AWG consideration; however, seasonal employees with no constant employers, such as farm laborers or independent contractors, are not considered eligible. Once a borrower has been determined to be a candidate for AWG, the contractor shall follow the procedures that ED will provide.

Private Collection Agencies (PCA)

Role and Responsibility

Administrative Wage Garnishment (AWG) Program
1. IF the customer fails to respond or Refuses to pay and the account has been qualified as an AWG Candidate, the PCA shall move the account into the AWG Subsystem per instructions in E-System Manual.

2.
Timely hearing requests are hearings requested within 30 days of S02 letter date on the L106 screen.

Untimely hearing requests are any requests, verbal or written, received after the 30 day timeframe.

PCA’s are to 1st determine the timeliness of all hearings before proceeding.

3.        IF the customer contacts the PCA within the 30 day timeframe, the PCA is responsible for performing the following tasks or duties:

A) Move the account into THR or HSF as appropriate.

4.        To expedite the handling of certain types hearing requests, the PCA’s shall perform the following task with Bankruptcy Claims, Death Claims, and Disability Claims.

A)
If the borrower / family member has filed or submitted proof positive of Death or Disability Claim the PCA should handle the case as follows:

For Timely Request:

1) Move the account into AWG Status Code THR.

2) Submit the account to the Contract Services Branch (CSB) for Administrative Resolution (ARC) with appropriate documentation.

For Untimely Request:


1) Move the account into AWG Status Code SWG

2) Submit the account to the Contract Services Branch (CSB) for Administrative Resolution (ARC) with appropriate documentation.

Appropriate Documentation are those documents currently required by CSB for approval.

B) If the borrower has filed bankruptcy the PCA ‘s shall handle request as follows:

1) Determine the timeliness of the request

2) Determine the dischargeability of the claim

3) Move the account into AWG Status Code THR or SWG if dischargeable and submit the 

account to CSB for Administrative Resolution.

4) If the bankruptcy is non-dischargeable and bankruptcy closed, the PCA shall:

a) If timely move the account into status THR and submit the account on the AWG IMF to the AWG Hearings Branch along with a copy of the Bankruptcy Calculator and the documentation submitted by the borrower.

b) If untimely, do not change the status code.  Submit on an AWG IMF to the AWG Hearings Branch along with a copy of the Bankruptcy Calculator and the documentation submitted by the borrower.

5) If the bankruptcy is non-dischargeable and bankruptcy is still open, the PCA shall:

a) If timely, change the status code to THR and submit on an AWG IMF to the AWG Hearings Branch along with a copy of the Bankruptcy Calculator and the documentation submitted by the borrower.

b) If untimely, change the status code to SWG and submit on an AWG IMF to the AWG Hearings Branch along with a copy of the Bankruptcy Calculator and the documentation submitted by the borrower.

8) Close School issues processing:

1st 
Determine timeliness of request, if timely move into Status Code THR, 

if untimely, do not change Status Code:

2nd
Based on Nature of Closed School Dispute send appropriate discharge application. The applications are available on the PCA Website with appropriate cover letter which are located on the PCA Website.

3rd 
Obtain or attempt to obtain documentation to support disputes of debt(s).

1. Closed School Discharge Applications (available on PCA Website)

2. Ability to Benefit Discharge Applications (No GED) (available on PCA Website)

3. False Certification or Unauthorized Signature Discharge Applications (available on PCA Website)

4. Submit all documentation and applications to the AWG Hearings branch on the AWG – IMF.

5. If the documentation is not returned, check the box indicating documents not returned.

9) Process for handling balance disputes:

1) Determine the timeliness of the hearings request:

A) if Timely move into Status Code THR

B) If Untimely Do Not Change Status code

2) Obtain or attempt to obtain documentation to support disputes of debt(s).

3) Make a minimum of two (2) phone attempts day/ night  and send appropriate letter requesting 
documentation to support claim:
A) Third Party or SSN Disputes (letter available on PCA Website)

1) IF reached by phone request copy of Social Security Card, Drivers License, 

Birth Certificate, or any Official /Governmental documentation which reflects SSN and DOB.

B) Balance Dispute (copies of credit in questions) (letter available on PCA Website)
1) If reached by phone request copies of missing credits front and back of payment instrument

or nature of missing credit.

C) Legal Exclusion (LEX) – Verify Employed 12 months (letter available on PCA Website)
1) If reached by phone, request letter from current POE reflecting Start date and letter from 

previous POE reflecting reason for termination (voluntary or Involuntary) and date.

D) School or lender refund issues (letter available on PCA Website).
1) If reached by phone, attempt to obtain as much as possible of the following information from

 
the borrower:

What procedures did you follow to enroll in the school?

How long after you enrolled did you first attend the school?

What course did you enroll in?

What was the cost of the course?

What fees did the school charge?

Did you receive any other loans or grants?

What was the refund policy of the school?

Did the school give you any money from loan(s)?

Did you receive any mail order lesson?

How many of these lessons did you complete?

How many days did you attend the school?

Why did you leave school?

What procedures did you follow when you withdrew from the school?

What was your last day of attendance?

What steps if any did you take to see if the school issued a refund to the lender?

Did you notify your lender you had withdrawn from the school? If so, how did you notify them?

Submit all documentation and applications to the AWG Hearings branch on the AWG – IMF. If the documentation is 

not returned indicate on the IMF.

Process for Handling Claims of Financial Hardship:

1st 
Determine the timeliness of the hearings request:

A) If Timely move into Status Code HSF

B) If Untimely Do Not Change Status code

2nd
Make a minimum of two (2) phone attempts day/ night and send appropriate letter requesting documentation 

             to support claim (Financial Statement available on PCA Website).

3rd 
If reached by telephone the PCA should obtain the following information from the customer to complete

the AWG Calculator (available on the PCA Website):

1. The PCA will gather the financial information necessary to complete the AWG Hardship Calculator:

(a) Copies of the last two(2) pay stubs

(b) Copies of current monthly billing statements: rent, utilities, etc.

(c) Copies of Medical bills

(d) Copies of Emergency bills

(e) Copies of other sources of income and expenses.

2. The PCA will review the AWG Calculator findings and attempt to establish a reasonable and

affordable repayment plan based on the findings of the calculator. The agency is not to require

down payments if the calculator indicates an inability to pay.

3. If the borrower agrees to repayment terms and the account is in status codes HSF or THR, change status code to VPY. Place account on billing for the agreed amount and send repayment agreement letter. Give the borrower a minimum of 15 days to submit the first payment. If not paid by the agreed due date, the PCA shall follow-up to determine reason for non-payment (broken promise). If excuse is reasonable, allow a 2nd opportunity to pay. Stop old billing and redo bill.

4. If the borrower will not agree to the reduced amount or if the calculator indicates the borrower can afford to pay the 10%, forward the account on the Hearing IMF with documentation and hardship calculator attached to the AWG Hearings Branch.  The AWG Hearings Branch will issue the appropriate letter to the borrower and/or employer with a copy to the PCA and change status code to HR1 or if reduced repayment amount to FOR. 

Want to Pay and Financial Hardship is not an Issue: the PCA will perform the following:

A) Obtain a copy of current Pay Stubs

B) Determine 10% Disposable Pay

C) Establish Repayment schedule and Billing

D) Move into VPY Status in AWG Subsystem

E) Send Repayment Agreement Letter

F) Monitor Receipt of Payment

G) Follow-up if payment is missed.

If the request for hearing is untimely, the PCA’s shall perform the above tasks; however, DO NOT STOP the garnishment.

5. If the hearing request is timely the PCA’s shall move the account into Status Code THR or HSF as appropriate,  pending the receipt of the documentation. Allowing the customer 28 days to submit evidence to support their objection(s). On the 21st day the PCA shall forward the documents and evidence received with their recommendation to ED attached to the AWG Hearing Branch Internal Mail Form (IMF). If documentation not received , forward AWG Hearings Branch IMF to the AWG Hearings Branch with block checked documents not received or returned, 
6.    The PCA’s Shall Fax daily a report reflecting the receipt of accounts to the Atlanta Service Center to the Attention of the AWG Hearings Branch: Attn: Elmyra Trent, Branch Chief, Fax # 404-562-6110. 
PCA Letters

1. Claims Lender or School Refund

2. Balance Dispute Issue

3. Bankruptcy Issue

4. Termination or Employment Verification Information

5. Closed School Cover Letter

6. Ability to Benefit Cover Letter 

7. Financial Statement (T03)  
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UNITED STATES DEPARTMENT OF EDUCATION                                      ATLANTA SERVICE CENTER

61 FORSYTH STREET, S. W. , ROOM 19T89

ATLANTA, GEORGIA  30303


Name

Address

City, ST Zip

RE: SSN:

This letter is in response to the request for hearing form you returned on which you objected to the proposed garnishment of your wages as repayment of a defaulted student loan or grant claim held by the U.S. Department of Education (ED) in your name or associated with your               

 Social Security Number.                                            

You have provided no evidence to support the objection you raised that the balance owed on this debt is incorrect because you were due a full or partial refund from the school or lender. As explained in the request for hearing form, documentation is necessary. To support your claim, the following information is required:                                             

What procedures did you follow to enroll in the school?

How long after you enrolled did you first attend the school?

What course did you enroll in?

What was the cost of the course?

What did the school charge for tuition, board, and fees?

Did you receive any other loans or grants to pay for this training?

What was the refund policy of the school?

Did the school give you any money from loan(s), or were all loan proceeds used for tuition, board, and fee charges?

Did you receive any mail order lesson?

If so, how many of these lessons did you complete?

How many days did you attend the school?

Why did you leave school?

What procedures did you follow when you withdrew from the school?

What was your last day of attendance?

What steps if any did you take to see if the school issued a refund to the lender? 

Did you notify your lender you had withdrawn from the school? If so, how did you notify them?

ED will delay any decision on your objections for 15 days from the date of this letter to provide you an opportunity for you to support your objection. After that date, ED will conclude that your objections are unsupported and will issue a decision based on the information contained in ED files. On that basis, ED may conclude that this debt is fully enforceable against you at this time.

Please return this letter along with the requested documents to the party listed below which is gathering the data on behalf of the U.S. Department of Education:            

U.S. Department of Education

C/O: Collection Agency Name

Address 1

Address 2

City, State, Zip

This is an attempt to collect a debt and any information obtained will be used for that purpose. 
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UNITED STATES DEPARTMENT OF EDUCATION                                      ATLANTA SERVICE CENTER

61 FORSYTH STREET, S. W. , ROOM 19T89

ATLANTA, GEORGIA  30303


Name

Address

City, ST Zip

RE: SSN:

This letter is in response to the request for hearing form you returned on which you objected to the proposed garnishment of your wages as repayment of a defaulted student loan or grant claim held by the U.S. Department of Education (ED) in your name or associated with your               

 Social Security Number.                                            

You have provided no evidence to support the objection you raised that the balance owed on this debt is incorrect because the debt has been repaid in whole or in part. As explained in the request for hearing form, documentation is necessary. To support your claim, the following information is required:                                             

       * Copies of front and back of checks                                     

       * Copies of money orders or cashier checks                               

       * Copies of receipts for payments made on debt  

ED will delay any decision on your objections for 15 days from the date of this letter to provide you an opportunity for you to support your objection. After that date, ED will conclude that your objections to be unsupported and will issue a decision based on the information contained in ED files. On that basis, ED may conclude that this debt is fully enforceable against you at this time.

Please return this letter along with the requested documents to the party listed below which is gathering the data on behalf of the U.S. Department of Education:            

U.S. Department of Education

C/O: Collection Agency Name

Address 1

Address 2

City, State, Zip

This is an attempt to collect a debt an any information obtained will be used for that purpose. 
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UNITED STATES DEPARTMENT OF EDUCATION                                      ATLANTA SERVICE CENTER

61 FORSYTH STREET, S. W. , Room 19T89

ATLANTA, GEORGIA  30303


Name

Address

City, ST Zip

RE: SSN:

This letter is in response to the request for hearing form you returned on which you objected to the proposed garnishment of your wages as repayment of a student loan or grant claim held by the U.S. Department of Education (ED) in your name or associated with your social security number.                                                                  

You objected to the proposed garnishment of your wages because you stated that you had filed for relief in bankruptcy and the case was still pending at this time, or that the debt has been discharged in a prior bankruptcy. Although the request for hearing form advised that documentation of filing or discharge was needed to support this objection, you have provided no documentation. You must provide any of the following acceptable documentation:        

· Notice of first meeting of creditors  

· If you claim that your debt was discharged,                                 

Bankruptcy schedule a-3, 

List of unsecured creditors                   

Discharge order                                                        

Court order that debt is Dischargeable on grounds of undue hardship.

· Any documents from the bankruptcy court showing the name of the court, the case name, and the case number.                             

ED will delay any decision on your objections for 15 days from the date of this letter to provide an opportunity for you to support your objection. After that date, ED will consider your objections to be unsupported and will issue a decision based on the information contained in ED files. On that basis, ED may conclude that this debt is fully enforceable against you at this time.                                            

Please return this letter along with the requested documents to the party listed below which is gathering the data on behalf of the U.S. Department of Education:              

U.S. Department Of Education

C/O: Name of Collection Agency

Address 1

Address 2

City, State Zip

Please note that this is not a demand for payment. However, this letter is intended to secure information in connection with a claim against you and any information obtained will be used for the purpose of collecting that debt. 
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UNITED STATES DEPARTMENT OF EDUCATION                                      ATLANTA SERVICE CENTER

61 FORSYTH STREET, S. W., ROOM 19T89

ATLANTA, GEORGIA  30303



BORROWER

ADDR

CITY, ST ZIP

RE: SSN:

This letter is in response to the request for hearing form you returned on which you objected to the proposed garnishment of your wages as repayment of a defaulted student loan or grant claim held by the U.S. Department of Education (ED) in your name and associated with your social security number.

You objected to the proposed garnishment of your wages because you were involuntarily separated from your previous employer and that you are currently unemployed or have been employed for less than 12 months. To support your objection, as explained in the request for hearing form, documentation is necessary. To support your claim, you must submit some proof of your status, such as:

· A copy of the Notice of Termination from your prior employer, and
· If you are currently employed a letter from your current employer confirming the beginning date of your current employment.
· State unemployment records that show dates of separation and confirm that the separation was involuntary.
Please return this letter along with the requested documents to the party listed below which is gathering the data on behalf of the U.S. Department of Education (ED):

U.S. Department of Education

C/O: Name of Collection Agency

Address 1

Address 2

City, State Zip
Any decision on your objections will be delayed for 15 days from the date of this letter to provide an opportunity for you to support your objection. After that date, ED will consider your objections and issue a decision based on the information you have already provided and any information contained in ED records. On that basis, ED may conclude that your objection is unsupported and ED may conclude that this debt is fully enforceable against you at this time.

This is an attempt to collect a debt and any information obtained will be used for that purpose.
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UNITED STATES DEPARTMENT OF EDUCATION                                      ATLANTA SERVICE CENTER

61 FORSYTH STREET, S. W. , ROOM 19T89

ATLANTA, GEORGIA  30303



BORROWER NAME

BORROWER ADDR 1

BORROWER ADDR 2

CITY, STATE, ZIP

RE: SSN:

This letter is in response to the request for hearing form you returned on which you objected to the proposed garnishment of your wages as repayment of a defaulted student loan or grant claim held by the U.S. Department of Education (ED) in your name and associated with your social security number.

You objected to the proposed garnishment of your wages because you stated that you were not able to complete your education due to the closure of the school. The Department needs additional information in order to evaluate your claim for discharge relief. The Department has prepared an application for discharge relief that lists the information needed. A copy of that application is enclosed. Please complete and return the application so that the Department can evaluate your claim.

Please provide answers to all of the information requested. If you do not know or cannot get the information requested, you should state so and the reason you are unable to provide a complete answer. The full criteria by which borrowers may qualify for such a discharge of Federal Family Education Loans received on or after January 1, 1986 are set forth in U.S. Department of Education regulations at 34 C.F.R., Section 682.402(d), (e).

Please return this letter along with the requested documents to the party listed below which is gathering the data on behalf of the U.S. Department of Education:

U.S. Department of Education

C/O: Name of Collection Agency

Address 1

Address 2

City, State, Zip
Any decision on your objections will be delayed for 15 days from the date of this letter to provide an opportunity for you to support your objection. After that date, ED will consider your objections based on the information already provided or contained in ED files and may conclude that your claim is unsupported. On that basis, ED may conclude that this debt is fully enforceable against you at this time.

This is an attempt to collect a debt and any information obtained will be used for that purpose.

[image: image7.png]



UNITED STATES DEPARTMENT OF EDUCATION                                      ATLANTA SERVICE CENTER

61 FORSYTH STREET, S. W. , ROOM 19T89

ATLANTA, GEORGIA  30303


BORROWER NAME

BORROWER ADDR 1

BORROWER ADDR 2

CITY, STATE, ZIP

RE: SSN:

This letter is in response to the request for hearing form you returned on which you objected to the proposed garnishment of your wages as repayment of a defaulted student loan or grant claim held by the U.S. Department of Education (ED) in your name and associated with your social security number.

You objected to the proposed garnishment of your wages because you stated that the school improperly determined your ability to benefit from the training offered and that you were unable to obtain a job in the occupation for which it trained you. The Department needs additional information in order to evaluate your claim for discharge relief. The Department has prepared an application for discharge relief that lists the information needed. A copy of that application is enclosed. Please complete and return the application so that we can evaluate your claim.   

Please provide answers to all of the information requested. If you do not know or cannot get the information requested, you should state so and the reason you are unable to provide a complete answer. The full criteria by which borrowers may qualify for such a discharge of Federal Family Education Loans received on or after January 1, 1986 are set forth in U.S. Department of Education regulations at 34 C.F.R., Section 682.402(d), (e).

Please return this letter along with the requested documents to the party listed below which is gathering the data on behalf of the U.S. Department of Education:

U.S. Department of Education

C/O: Name of Collection Agency

Address 1

Address 2

City, State, Zip
The Department will delay any decision on your objections for 15 days from the date of this letter to provide an opportunity for you to support your objection. After that date, ED will consider your objections based on the information already provided or contained in ED files and may conclude that your claim is unsupported. On that basis, ED may conclude that this debt is fully enforceable against you at this time.

This is an attempt to collect a debt and any information obtained will be used for that purpose.

[image: image8.png]



UNITED STATES DEPARTMENT OF EDUCATION                                      ATLANTA SERVICE CENTER

61 FORSYTH STREET, S. W. , ROOM 19T89

ATLANTA, GEORGIA  30303


DATE

Name

Address

City, St, ZIP

RE: SSN: 

This is in response to your objection that withholding ten percent of your disposable pay would cause you an extreme financial hardship.  To prove this objection, you must present evidence of your family income and expenses. You have submitted little or no evidence to support your objection.  The U.S. Department of Education (ED) will delay any decision on your objection for 15 days from the date of this letter to provide an opportunity for you to support your objection.  After that date, ED will consider your objection and will issue a decision based on the information contained in ED files.  ED may conclude that this debt is fully enforceable against you at this time at the rate of 10 percent withholding per pay period.                                        

You can use the space below to describe your income and expenses.  Claims of hardship not supported by documents showing the income and expenses claimed are not likely to be considered credible by the department. It is to your advantage to be as accurate and clear as possible, and to explain fully any unusual expenses.  You may attach additional pages if needed to document additional expenses or provide explanations.         

Examples of the kind of documents needed to support your claim are listed below.

1. Copies of monthly bills should be provided for all expenses you include on this list.                              

2. Total income from all sources, including income of your spouse and dependents; should be evidenced by copies of last year’s federal income tax return for you, your spouse, and your dependents.      

3. The two most recent leave and earnings statements for you and your spouse and any regularly employed dependent should be included.     

Do not include monthly payments on credit cards if the items purchased by that credit card fits under an expense category listed here.  Include those costs under that expense category.  For example: payments required on department store credit cards used to purchase clothing should be listed under clothing expenses. 

If you are paying some expenses quarterly or annually, such as automobile insurance or property taxes, calculate the amount that would be due if these expenses were paid on a monthly basis and put that amount in the space provided. 

Do not leave any items blank.  If the answer is zero, write zero.                                                         

Name: ________________________________ Social Security No: _______________

Current Residence Address and Phone: ____________________________________    

_____________________________________________County Residence: _______________    

Current Employer: ____________________________Date Employed: _____________   

Employer(s) Address (ES): ________________________________________________   

________________________________________________________________________   

Employer(s) Phone No: ___________________ Present Position: ______________   

Gross Income $_________ per ____ Net Income $________ per_____                   

Number of dependents (as defined by IRS) including self _______________     

Married____ Single_____ Divorced______                                     

Spouse Name: ___________________ Spouse SSN: ___________________________     

Gross Income $_______ per____ Net Income $________per______

Other contributing Resident (s): ___________________ SSN: ________________     

 Gross Income: $________per_____ Net Income: $________per________             

 Other income (child support, alimony, interest, public assistance, etc.)        

 Describe: _______________________________________________________________   

 ________________________________________________________________________   

 Monthly Expenses:                                                          

 Shelter: Rent/Mortgage (to whom:  ________________________________)    $___________    

          2nd Home Mortgage (to whom: ______________________________)    $___________    

          Home Insurance                                                                                          $___________    

          Other (describe: __________________________________________)    $___________    

 Food:     $___________ Utilities: Electric $______ Gas $_______ Water Sewer $_________            

 Garbage Pickup $_______ Basic Telephone $______                            

Other Utilities: (Describe:__________________________________________)  $___________    

Clothing:    $___________

Medical Expenses:                                                     

Medical Insurance payments not deducted from paycheck                                  $_________  

Medical Bill payments not covered by insurance                                                  $_________  

Other Medical (describe: ________________________________________)     $_________  

Transportation:                                                       

Car payments (to whom: ________________________________________)     $_________  

Gas and oil $_______ public transportation $__________                

Car insurance $_________ other (describe: ____________ ______________)  $_________  

Child expenses: child care (number of children) _______________________    $_________  

                Child support (number of children) _____ _____________________  $_________  

                Other child care expenses (describe: ____________ ___________)   $_________  

Other insurance (describe: ________________________________________)  $_________  

Assets:                                                               

All checking account balances (where held_____________________ _______) $_________  

   (where held___________________________________________________ ) $_________  

All savings account balances (where held_____________________________)  $________      

   (where held___________________________________________________)  $________      

 Home current market value: $________, balance of note: $_________              

 Equity: $________ other property owned: type ________ (if real estate,         

 Location______________________________) current market value: $_________      

 Balance of note: $_________, equity: $__________                              

 Automobile:                                                                   

 Auto#1 current market value $______, balance $______ equity $________          

 Make: _____________________, year__________                                   

 Auto#2 current market value $______, balance $______ equity $________          

 Make: ______________________, year__________                                   

 Stocks, Bonds and Certificates of Deposit - current value       $_______      

 Other accounts receivable or asset (describe___________________) $_______      

 Please sign the declaration below:                                            

I declare under penalties provided by 18 U.S.C. Section 1001, that the answers and statements contained herein are to the best of my knowledge and belief true, correct and complete.                           

Signature: ______________________ date: ______________________              

Warning: 18 U.S.C. 1001 provides that "whoever...knowingly and will fully falsifies, conceals or covers up by any trick, scheme, or devise a material fact, or makes any false, fictitious or fraudulent statements or Representation… Shall be fined not more than $10,000.00, or imprisoned not more than five years, or both."                                        

Complete, sign, and return the requested information to the party listed below which is gathering the data on behalf of the U.S. Department of Education:     

U.S. Department of Education

C/O: Collection Agency Name

Address 1

Address 2

City, State, ZIP

Privacy Act Notice

This request is authorized under 31 U.S.C. 3711, 20 U.S.C. 1078- 6, and 20 U.S.C. 1095a. You are not required to provide this information.  If you do not, we cannot determine your financial ability to repay your student aid debt.  The information you provide will be used to evaluate your ability to pay.  It may be disclosed to government agencies and their contractors, to employers, lenders, and others to enforce this debt; to third parties in audit, research, or dispute about the management of this debt; and to parties with a right to this information under the freedom of information act or other federal law or with your consent.  These uses are explained in notice in the federal register of April 12, 1994, Vol.59, P.17351; we will send a copy at your request.                

This is an attempt to collect a debt and any information obtained will be used for that purpose.

AWG Hearings Process for Beginners

1. What is an AWG Hearing?

An AWG Hearing is the borrower exercising his/her rights to inspect and validate the loan(s) or Grant(s) held by the U.S. Department of Education (ED) prior to the garnishment of their wages.

2. When is a request considered an AWG Hearing?

An AWG Hearings request is considered to exist anytime after the S02 Letter of Intent to Garnish Wages is issued to the borrower. The request can be made by phone or by letter.

3. What do we do first upon receipt of AWG Hearings Request?

Hearing Received From:
Action Required / Recommended:

ASC AWG Hearings Branch
1) Verify All Accounts Belong to your Agency

2) Suspend Collection Activities

3) Read  & Review Borrower Request

4) Send or Request All Letters requesting Information.

5) Make at least 2 Attempts to Reach borrower at Home & Work at different times to obtain information. (Information for Closed School/Ability to Benefit and Unauthorized Signature Discharge Applications can only be obtained in writing.) 

Directly From Borrower
1) Fax Notice of Hearing Receipt to AWG Hearings Branch, Atlanta Service Center (ASC).

2) Follow all procedures for hearings received from AWG Hearings Branch. 

3) Write Note on L102  - “AWG Hearing Received  - Being Processed” – also lists the Objections.

4) Place the Account into AWG Status Code: THR or HSF if Hearing Request received Timely. 

After all appropriate procedures have been followed the completed package must be promptly sent to AWG Hearings Branch.  Do not hold until a stack can be sent.

4) What is a Timely Hearings Request versus an Untimely Hearing Request? 

A Timely Hearing Request is any written or verbal objection(s) postmarked or received from the borrower within 30 days of the mailing of the S02 Letter to the borrower.

An Untimely Hearing Request is any written or verbal objection(s) postmarked or received from the borrower 31 days after the mailing of the S02 Letter to the borrower.

5) How are Timely Hearings Request treated differently from Untimely Hearings Request?

Timely
Garnishment Process Stop Pending Review.

Borrower’s wages not taken prior to substantiating debt.

Borrower has opportunity to avoid Garnishment at 10%.

Eligible for Compromise Program

Account Place in status codes: THR  or HSF

Untimely
Garnishment Process proceeds.

Must pay 10% of Wages unless Hardship Proven.

Not eligible for any Settlement Program.

Garnishment Continues until Decision rendered.

Account status code not changed.

*Note: All AWG Hearing Requests are stopped and moved to SWG status if a decision is not issued within 60 days of receipt.

6) How many Hearings may a borrower request?

A borrower may request a Hearing at anytime regarding any unresolved or unaddressed issues; however after a decision has been rendered on that issue, the borrower can not raise that objection again unless he / she has evidence that would substantially alter the original findings. 

The borrower must contact and submit their evidence to the hearings official that rendered the decision.

Borrower may file objection(s) to garnishment on the following grounds anytime:

A) Bankruptcy

B) Disability

C) Unemployment

D) Financial Hardship

7) How do we handle Claims of Financial Hardship?

Step 1
Attempt to Contact borrower by phone and obtain Financial information.

Step 2 
If  not reached by phone send or request T03 letter 

Step 3
If Financial information not submitted or obtained within 29 calendar days. Submit information to AWG-HB on AWG IMF indicating information not returned/submitted.

Step 4
If Financial information is obtained complete the AWG Hardship Calculator to determine payment arrangements.

8) How to handle Financial Hardship Claims under the following circumstances? 

SENARIO
RESPONSE

Calculator Reflects Borrower’s ability to pay at Rate of 10%
If timely offer borrower VPY terms at 10%, if willing to pay.


If untimely and in SWG offer borrower VPY terms at 10%, if willing to pay.


If (1)untimely and in GAR, OW1 or OW2 or if (2) timely or untimely and borrower unwilling to set up VPY, submit to AWG-HB with Calculator and supporting documents for Letter of Findings

Calculator Reflects Inability to Pay at Rate of 10%, contact borrower and ask them amount they feel they can afford to pay.
If borrower offers to pay amount greater than amount shown on calculator accept.  If timely or if untimely and in SWG set up as VPY.  


If borrower offers to pay amount less than amount shown on calculator inform borrower of amount reflected and negotiate. If timely or if untimely and in SWG set up as VPY.


If borrower refuses to pay amount reflected on the calculator or if in GAR, OW1 or OW2 submit to AWG-HB.

9) What information is needed to use AWG Calculator?

Information Required
Information Needed

Total Monthly Income:

(This must be supported with Current Documentation)

Give Borrower 48 hours to fax or mail copies to you.
Borrower – 2 Pay stubs

Spouse – 2 Pay stubs

Dependents Income, Including Child Support

Alimony

Welfare

Copy of Last Year’s Income Tax Returns 

* Ask: How often are they Paid: Weekly, Bi-Weekly, Monthly, Etc.

Total Monthly Necessary Expenses: 

This information can be obtained by phone.  

Documents needed only for unusually large expenses
Rent, Food, Car Payments, Medical Expenses, Child care, Insurance, Utilities, etc.

Other Information Needed:


County of Residence

Number of People in Family

Number of Cars

*Necessary expenses: do not include: Cable Bills, Credit Card Payments, Timeshares. When in doubt call your assigned loan analyst.
9a) How to use the AWG Hardship Calculator?

 
See Appendix  (A) for Instructions.

10) How to handle Claims of Employment for less than 12 months?

Claims Employed Less Than 12 Months
Call the employer and verify date employed. If less than 12 months call the previous employer and determine if terminated or resigned.

Claims Unemployed
Call the employer and verify date unemployed, and determine if terminated or resigned.


Request copy of termination notice


Request letter from Unemployment Office Verifying status.

If unable to reach by phone send U69 Letter or letter requesting above information be confirmed.
Send letter

11) What to do with the information?
Verified Unemployed 
Move into Status code NLE.

Attempt to setup VPY.

Stop AWG

Submit cancellation notice to AWG–HB. 

Verified Employed Less Than 12 months

Or

Involuntary Separated 
Move into status code LEX
Attempt to setup VPY.

Stop AWG

Submit to AWG-HB to Send Letter to borrower.

Verified information Submitted False.

Or

Borrower Fails to Return Documentation.
Submit to AWG-HB to Send letter to borrower.

12) How to handle Balance Disputes Claims?

Disputes of balances fall into three distinct areas: Claims of Currently Paying, Claims of Missing or Unapplied credits, and Claims of previously Paid in Full or Settled in Full.

Claims
How to Process

Currently in Repayment
1) Check the L102 Notepad for possible VPY

2) Check your Agency Database for possible VPY

3) Check the R103 Screen for Regular Payments

4) Make 2 telephone attempts to home and work to reach borrower and ask to whom he/she is repaying.  

5) Send or Request U64 Letter be sent requesting information.

6) If timely and wants to pay setup on VPY.

7) Submit to AWG-HB if unable to obtain information on AWG-IMF: with above information, and indicate information not provided.

8) Submit on Cancellation Sheet if able to setup VPY.  

Missing Credit  or Unapplied Credits
1) Contact borrower and request copies front and back of any missing payments and trace money orders. If borrower can not supply ask when and to whom they made the payment(s).

2) Make at least 2 telephone attempts to reach borrower before sending U64 letter requesting information.

3) Submit all the above information to AWG-HB on AWG-IMF.

4) If information not submitted in 29 days submit all the above information to AWG-HB on AWG-IMF, and indicate information not provided.



Claims Previously Paid–In-Full 

Or 

Settled-In-Full
1) Contact borrower and request copies of front and back of any missing payments and trace money orders.

2) Ask borrower when and to whom paid.

3) Request copy of PIF or SIF Notice or Promissory Notes.

4) Make at least 2 telephone attempts to reach borrower before sending U64 letter requesting information.

5) Submit all the above information to AWG-HB on AWG-IMF.

6) If information not submitted in 29 days submit all the above information to AWG-HB on AWG-IMF, and indicate information not provided.



13)  How to handle Claims of Third Party / Wrong person and Social Security Number disputes?

Claims
Require Actions / Procedures



Correct Social Security No., Third Party / Wrong Person
1) Request copy of Driver’s License

2) Birth Certificate 

3) Social Security Card

4) Request Credit Bureau Check

5) Attempt to Contact by Phone to Obtain information.

6) Send or Request U63 Letter requesting above information.

7) Submit all the above information to ED on AWG-IMF.

8) If information not submitted in 29 days submit all the above information to AWG-HB on AWG-IMF, and indicate information not provided.

9) Order copy of file records from Raytheon.



Incorrect Social Security No.
1) Request copy of Social Security Card

2) Request Credit Bureau Check 

3) Order copy of File Records from Raytheon

4) Attempt to Contact by Phone to Obtain information.

5) Send or Request U63 Letter requesting above information.

6) Submit all the above information to AWG-HB on AWG-IMF.

7) If information not submitted in 29 days submit all the above information to AWG-HB on AWG-IMF, and indicate information not provided.

8) If Y11 letter has been sent contact the employer to verify they have an employee with the same name and social security number.



14)  How to handle Claims of School or Lender Refunds not issued?

A) What are school refunds?

1) Funds not reimbursed or credited to borrower’s loan upon leaving school.

B) Who is eligible to receive these refunds?

1) Students who received loans prior to 1/1/96 and whose school is now closed or students who received loans on or after 1/1/96 and who were in attendance when the school closed or withdrew not more than 90 days prior to the closure time.

C) Which loans are eligible for these refunds?

All loans. (Pell grants are not eligible for these refunds.)

D) What information is required to make these determinations?

1) Length of Attendance

2) Length of course

3) Date Withdrew

4) Date School Closed if known

5) Letter from borrower stating above information.

Claims Lender / School Refund Due
Requirements


Students who received loans prior to 1/1/96 and whose school is now closed or students who received loans on or after 1/1/96 and who were in attendance when the school closed or withdrew not more than 90 days prior to the closure time.

Perkins, Guaranteed, Federally Insured Student Loan




Information Required


· Length of Attendance

· Length of course

· Date Withdrew

· Date School Closed if known

· Letter from borrower stating above information.




How to Process


1) Make at least 2 attempts to reach by Phone.

2) Request Copy of file records from Raytheon.

3) Send letter requesting required information.

4) Submit all information obtained to ED for Decision.

15)  How to handle Closed School Discharge Claims?

Claims The Following 
Loans Eligible
Required Action

Closed School 
Perkins, NDSL, FISL, GSL and Direct Loans Disbursed on / after 1/1/1986 
Send Close School Discharge Application to borrower with AWG Cover Letter. The discharge applications are available on the CSB Web Site.



Ability to Benefit 

No GED/ High School Diploma

Disqualifying Status
Direct Loans, FISL, and GSL Disbursed  on / after 1/1/1986
Send appropriate ATB Discharge Application to borrower with AWG Cover Letter. The discharge applications are available on the CSB Web Site. There are separate forms for No GED/HSD and disqualifying status 

Unauthorized Signature
Direct Loans, FISL, and GSL Disbursed on / after 1/1/1986.

All Loans received prior to this date should also be sent the Unauthorized Signature application.  They are treated as forgeries and handled by AWG-HB.
Send Unauthorized Signature Discharge Application to borrower with AWG Cover Letter. The discharge applications are available on the CSB Web Site.



ALL Applications 

1) Submit all the above information to AWG-HB on AWG-IMF.

2) If information not submitted in 29 days submit all the above information to AWG-HB on AWG-IMF, and indicate information not provided.



16)   How to Handle Claims of Bankruptcy, Disability, and Death?

These accounts are to be handled as Administrative Resolutions (ARC) if they are Dischargeable based on current CSB policies and guidelines. 

Claims
Action Required

Bankruptcy

         Dischargeable

        Non-Dischargeable
1) Request copies of Bankruptcy documents or Obtain the information from the courts.

2) Determine the Dischargeability of the loan(s) using the Bankruptcy Calculator:

Chapter 7 and 13: Submit ARC to CSB, move the account into AWG Status Code SWG and submit Hearing Cancellation Form to the AWG-HB.

A) If Chapter 7 and in automatic stay, move the account into THR if timely or SWG if untimely. Submit all information along with Bankruptcy Calculator to the AWG-HB to write a decision.

B) If Chapter 7 and not in automatic say, submit all information along with Bankruptcy Calculator to the AWG-HB to write a decision.

C) If active or non-dischargeable Chapter 13 move account into THR or SWG, send to ECMC with a copy to CSB and submit Hearing Cancellation Form to AWG-HB.

3) Due to nature of bankruptcy laws it is strongly advised to use the letter or obtain the information from the courts to avoid the possibility of violating Court Orders.

 

Disability
Make at least 2 attempts to contact the borrower by Phone to obtain the information required to send the disability package. Follow your normal procedures for obtaining this information.

1) Once the information is obtained: If you determine the loan(s) meets CSB/ ED requirements for discharge, submit the ARC paperwork to CSB and send Hearings Cancellation Form to the AWG-HB.

2) If you determine the loan does not meet ED/ CSB requirements for discharge, submit the paperwork to the AWG hearings Branch to notify the borrower and conclude the hearing.

3) If information not submitted in 29 days submit all the above information to AWG-HB on AWG-IMF, and indicate information not provided



Death
Make at least 2 attempts to contact the borrower Family by Phone to obtain the information required to close. Follow your normal procedures for obtaining this information.

1) Once the information is obtained: If you determine the loan(s) meets CSB/ ED requirements for discharge, submit the ARC paperwork to CSB and send Hearings Cancellation Form to the AWG Hearings Branch.

2) If you determine the loan does not meet ED/ CSB requirements for discharge, submit the paperwork to AWG-HB to notify the borrower and conclude the hearing.

3) Run a Credit Bureau Report At Least and Check with Social Security Administration, and County Records.

4) If information not received in 29 days submit all the above information to AWG-HB on AWG-IMF, and indicate information not provided



17)  How to handle AWG Hearings with NO objection indicated?

AWG Hearings Request
Action Required

Timely


1) Make at least 2 attempts to reach borrower at work and home to discover objection, and request supporting documents.

2) Order copy of File Records from Raytheon.

3) Review your Notepads and ED’s L102 Notepad to try and identify issue.

4) Place account into Status Code: THR.

5) If want to pay, setup on VPY, and cancel Hearing.

6) If unable to reach or obtain documents submit information obtained on AWG-HB IMF with copies of your screen Notepads and Attempts to contact borrower. 

 

Untimely
1) Make at least 2 attempts to reach borrower at work and home to discover objection, and request supporting documents.

2) Order file Records from Raytheon.

3) If unable to reach review your Notepad, and ED’s for any unresolved issues.

4) If want to pay, attempt to setup VPY at 10%, if can’t afford handle as hardship claim.

5) If unable to reach or obtain documents submit information obtained on AWG-HB IMF with copies of your screen Notepads and Attempts to contact borrower. 



18) How to handle request for documentation?
Request Documents
What to Do


Order File Records from Raytheon

Print Copy of your Account Note Pad.

Forward All records to the AWG Hearings Branch to respond to Borrower.

 

19) How to handle request for Teacher Cancellation?

Request Teacher Cancellation
What to Do

Perkins & NDSL Loans Only.
1) Make 2 attempts to contact borrower at home or work and advise borrower to go to any College / University Financial Aid office in their area to obtain the Cancellation Forms to have completed by the Schools / School Board where they taught for the 1st five years.

2) These forms are also locate on the CSB Web Site and can be downloaded and mailed to the borrower to complete and return.

3) Once information is obtained submit all information to AWG-HB to Respond.

4) Place the account into Status Code THR if timely request.

   

20) How to submit your completed AWG Hearings cases?

The cases should be submitted in Labeled Categories of similar or like issues. For example: All Balance Disputes with No proof or documents not provided, together, all Non-Dischargeable Bankruptcies – Together, below is a subjected listing of Categories:

Non-Dischargeable Bankruptcies
Non-Dischargeable Disabilities
Closed School Issues Documents Returned
Closed School Issues Documents Not Returned

Third Party With Proof 
Third party Without Proof
Financial Hardship – Valid & Refuses to Pay
Financial Hardship- Not Valid & Refuses to pay

Unemployment Verified
Legally Excluded – Employed Less Than – 12 months 
Request For Documents
Balance Dispute with Proof

Balance Disputes Without Proof 
School Refund Issues
Teacher Cancellations
Unsubstantiated Death Claims

After all appropriate procedures have been followed the completed package must be promptly sent to AWG Hearings Branch. Do not hold until a stack can be sent.

Frequently Asked Questions and Answers

Question: How should we handle accounts where the borrower is currently being garnished for over 25% of their wages?

Answer:   If the borrower wages are currently being garnished at 25%, check with employer for the duration of the garnishment of the ahead of us. If it going to be an extended period of time. The best resolution to the account maybe to take the account out of AWG and pursue regular litigation, Rehabilitation, Consolidation, Etc.

Question: How long should the agency hold onto zero (0) payment hardship accounts?

Answer:     The agency should hold these accounts for at least 6 months then recheck the borrower’s financial situation. If continuing, return account in-house with recommendation for ICRP program.

APPENDIX A

INSTRUCTIONS FOR 

AWG FINANCIAL HARDSHIP CALCUATION WORKSHEET

The AWG Financial Hardship Calculation Worksheet is divided into three parts.

The left side contains information about the borrower’s income.

The right side contains information about borrower’s expenses.

Off to the right of the right side are tools to make things easier.

On some occasions the Hardship Calculator will be sent to the borrower.  On these occasions only the left and right sides will be sent.

When you print a calculator to send to ED, only the left and right sides will print.  If you want to send the “tools” section, instructions for printing it are located there.

LEFT SIDE
Borrower's Name:  



GARNISHMENT %

Borrower's SSN:  





Date:  





Timely or Untimely? (T or U)

T









Borrower Paid:  Monthly (M), Bi-weekly (B), or Weekly (W)



B

Spouse Paid:  Monthly (M), Bi-weekly (B), or Weekly (W)





Additional Paid:  Monthly (M), Bi-weekly (B), or Weekly (W)











INCOME
Borrower
Spouse
Other
Family Totals

GROSS PAY
$2,500.00
$0.00
$0.00


Federal Taxes
$75.00
$0.00
$0.00


State Taxes
$200.00
$0.00
$0.00


Local/City Taxes
$0.00
$0.00
$0.00


FICA
$0.00
$0.00
$0.00


Retirement
$0.00
$0.00
$0.00


Life/ Health Insurance
$0.00
$0.00
$0.00


Medicare
$0.00
$0.00
$0.00


Other
$0.00
$0.00
$0.00


Other
$0.00
$0.00
$0.00


Other
$0.00
$0.00
$0.00


Total Deductions per Pay Period
$275.00
$0.00
$0.00


TOTAL MONTHLY DEDUCTIONS
$595.83
FALSE
FALSE
ADDITIONAL FAMILY MONTHLY INCOME

MONTHLY GROSS INCOME
$5,416.67
FALSE
FALSE
$0.00

MONTHLY DISPOSABLE INCOME
$4,820.83
$0.00
$0.00
$4,820.83

(FIGURES ABOVE FOR BORROWER ONLY)

TOTAL FAMILY MONTHLY GROSS INCOME
$5,416.67
FAMILY MONTHLY DISPOSABLE INCOME

Proposed Garnish/Offset Amt. (Monthly)

$482.08

$5,416.67

Borrower's Name:  



GARNISHMENT %

Borrower's SSN:  





Date:  





Timely or Untimely? (T or U)

T1









Borrower Paid:  Monthly (M), Bi-weekly (B), or Weekly (W)



B2

Spouse Paid:  Monthly (M), Bi-weekly (B), or Weekly (W)





Additional Paid:  Monthly (M), Bi-weekly (B), or Weekly (W)





1. Timely or Untimely: Always put timely “T” in the box. (The original program was set up so that if (1) a “U” was entered and (2) the calculator determined this was a hardship in which the borrower could afford a $0.00 garnishment, an amount of $50.00 would show up in the Determined Payment/Garnishment/Offset Amount. We would then tell the borrower we were reducing the garnishment to $50.00. We are no longer doing this.)

2. Borrower paid/Spouse Paid/Additional paid (Other): If you are filling information in the columns with these labels, you must fill in the appropriate box. If the borrower gets child support monthly, under additional paid put “M.” If the borrower gets paid Bi-monthly, double the gross pay amount and put “M” in this box.

INCOME
Borrower
Spouse
Other
Family Totals

GROSS PAY3
$2,500.00
$0.00
$0.00


Gross pay: Enter the borrower’s gross pay from the earnings statement borrower supplied.  If the borrower is being garnished, you could take the offset amount and multiply it by 10 and enter nothing in the boxes underneath. In addition gross pay can be determined from “Year to Date” (YTD) earnings.  This is particularly useful when the borrower gets intermittent overtime.  Divide the various YTD amounts by the number of pay periods to get an average.  This is less useful during the first few pay periods of the year as a person may or may not work overtime during that period but not the rest of the year.  The average may then be too high or too low.  Do the same with the spouse’s gross income.  Other income could include welfare, child support, alimony, and income from dependents living with borrower.

Federal Taxes
$75.00
$0.00
$0.00


State Taxes
$200.00
$0.00
$0.00


Local/City Taxes
$0.00
$0.00
$0.00


FICA
$0.00
$0.00
$0.00


Retirement6
$0.00
$0.00
$0.00


Life/ Health Insurance6
$0.00
$0.00
$0.00


Medicare
$0.00
$0.00
$0.00


Other
$0.00
$0.00
$0.00


Other
$0.00
$0.00
$0.00


Other
$0.00
$0.00
$0.00


3. Disposable pay is defined, as that part of the compensation of any individual from an employer remaining after the deduction of any amounts required by law to be withheld.  

4. The instructions given to employers are that they are to send 10% of the borrower’s disposable pay. Therefore, such things as retirement and life/health insurance should not be deducted before determining disposable pay.  Some employers make mistakes.  

5. Normally, retirement, life insurance and similar items go under expenses.  If a borrower is already being garnished and it is determined that such things as retirement and insurance was deducted before the employer determined the 10%, do not put retirement, and insurance as expenses.  

6. Court ordered childcare is supposed to be deducted prior to determination of the 10%. If the childcare is not court ordered it is considered an expense. If the borrower is already being garnished at 25%, the borrower cannot be garnished and the AWG Hardship calculator does not have to be completed.

Total Deductions per Pay Period
$275.00
$0.00
$0.00


TOTAL MONTHLY DEDUCTIONS
$595.83
FALSE1
FALSE
ADDITIONAL FAMILY MONTHLY INCOME

MONTHLY GROSS INCOME
$5,416.67
FALSE
FALSE
$0.00

MONTHLY DISPOSABLE INCOME
$4,820.83
$0.00
$0.00
$4,820.83

(FIGURES ABOVE FOR BORROWER ONLY)

TOTAL FAMILY MONTHLY GROSS INCOME
$5,416.67
FAMILY MONTHLY DISPOSABLE INCOME

Proposed Garnish/Offset Amt. (Monthly)

$482.082

$5,416.67

1. Under Total Monthly Deductions and Monthly Gross Income the word ‘FALSE” will appear if nothing was entered into the borrower paid cell.

2. The Proposed Garnish/Offset Amount (Monthly) is 10% of the borrower’s disposable pay.

RIGHT SIDE

10.00%















City




State
WV



County
LOGAN
2


Number in Family
3



Number of Cars
1







EXPENSES
Standard Applicable
Amount Stated
Amount Accepted

Food, Housekeeping Supplies, Apparel and Services, Personal Care Products, and Miscellaneous
$1,004.00
$280.00
$1,004.00






Housing & Utilities Standards
$726.65
$291.05
$291.05

Transportation Standards
$628.00
$340.00
$340.00

Child Care

$0.00
$0.00

Insurance (erngs)

$0.00
$0.00

Medical

$0.00
$0.00

retirement

$0.00
$0.00

IRS

$0.00
$0.00

CHILD SUPPORT

$0.00
$0.00

Other

$0.00
$0.00

Other

$0.00
$0.00

TOTAL MONTHLY EXPENSES

$911.05
$1,635.05

MONTHLY FAMILY DISCRETIONARY INCOME (amount remaining after expenses)


$3,185.78




$2,703.70






DETERMINED PAYMENT/ GARNISHMENT/ OFFSET AMOUNT (Monthly)


$482.08


City
1



State
WV2



County
LOGAN3
2


Number in Family
34



Number of Cars
15


1. If you do not know the county enter the city. Otherwise leave blank. The city must be spelled exactly as it appears on the spreadsheet for each state. You may check the appropriate spreadsheet for the accepted spelling. Not all cities are listed. In some cases, there may be more than one city/town in the state. In that case you would need to get the county from the borrower.

2. Enter the two-letter abbreviation for the state.  Do not put any spaces before or after the two-letter abbreviation.  If you do not know the abbreviation, they are listed on the second spreadsheet as well as on each spreadsheet for each state.  Do not spell out the name of the state.

3. Enter the county. The spelling of the county must be consistent with the spelling on the spreadsheet for that state. If you do not know the county, and have properly entered the city and the state, the county will appear on the right side of the box.  Otherwise the number “2” will appear.  If you have properly entered the name of the city and state and still get a “2”, there are instructions on the last spreadsheet as to how to find the correct county.

4. Enter the number of people in the family.

5. Enter the number of cars.  You can enter as many cars as you want but if you enter more than two, the calculations will be based on two cars.

EXPENSES
Standard Applicable2
Amount Stated3
Amount4 Accepted

Food, Housekeeping Supplies, Apparel and Services, Personal Care Products, and Miscellaneous
$1,004.00
$280.00
$1,004.00






Housing & Utilities Standards
$726.65
$291.05
$291.05

Transportation Standards
$628.00
$340.00
$340.00

1. The first three rows are divided into three parts.  All information is automatically entered from information put in other spaces.

2. Standard Applicable is determined from information put in (1) State, (2) County (or City), (3) Number in Family, (4) Number of Cars, (5) Gross Pay and (6) Borrower Paid (and, if applicable Spouse Paid & Additional Paid).  If any of this information is incorrectly filled in or is incomplete, the proper information will not appear.

3. Amount Stated is determined from information put in the tools on the right.  

4. Amount Accepted is determined from the information in the Standard Applicable and the Amount Stated.  In the Housing & Utilities and Transportation Standards, it is always the lower amount.  In the Food, Housekeeping, etc. Standards, it is always the Standard Applicable.  If it is determined that a larger amount than that in the Amount Stated is appropriate, it must be entered in on of the “other” cells.

Child Care

$0.00
$0.00

Insurance

$0.00
$0.00

Medical

$0.00
$0.00

Retirement

$0.00
$0.00

IRS

$0.00
$0.00

CHILD SUPPORT

$0.00
$0.00

Other

$0.00
$0.00

Other

$0.00
$0.00

TOTAL MONTHLY EXPENSES

$911.05
$1,635.05

(


(
1. Enter figures both in the Amount Stated and Amount Accepted columns.  This section is for expenses that do not belong under Housekeeping, etc., Housing and Utilities or Transportation. For expenses not listed, the word “other” can be typed over.  Common expenses are day care, medical and life insurance, medical expenses not paid by insurance, child support or IRS payments that are not being garnished.  

2. Only necessary expenses are entered.  Cable bills, unnecessary long distance charges, credit card bills, timeshares, and the like are not necessary. If the borrower has included such expenses, a note must be attached to the Calculator when it is sent to ED listing expenses that were denied as unnecessary.

3. In extraordinary circumstances, mostly due to medical conditions, the amount accepted under Housekeeping, etc., Housing and Utilities or Transportation may be too low.  In this case the exception expense must be put in this second section.  For example, the total stated expenses for Housing/Utilities is $1000.00.  The accepted expenses are $700.00.  The reason for that the stated expenses are high is electric bills of $500.00 a month for medical equipment.  When the other expenses in this category are acceptable, the electric bill must be put on the second section.

4. Amount accepted is mostly a matter of judgment.  First see if it makes any difference.  For example, if the Monthly Discretionary Income is -$400.00, it doesn’t make any difference if the insurance was $100.00 per month or $200.00 per month.  When in doubt contact the borrower for an explanation.

MONTHLY FAMILY DISCRETIONARY INCOME (amount remaining after expenses)


$3,185.78




$2,703.70






DETERMINED PAYMENT/ GARNISHMENT/ OFFSET AMOUNT (Monthly)


$482.08









(
The Determined Payment/Garnishment/Offset Amount is on the bottom right.  

(1) If there is no hardship it should be identical to the amount in the block titled Proposed Garnish/Offset Amount on the bottom left.

(2) If the Determined Payment Amount is substantially less than the Proposed Garnish Amount, contact the borrower for a payment arrangement. If the borrower proposes to pay an amount larger than shown in this cell, accept the larger amount. While we can accept a larger amount, we cannot require the borrower to pay a larger amount.

(3) If it comes up with zero, N/A or nothing, contact the borrower for a payment arrangement.  If the borrower states they cannot afford to pay, then the amount is zero and we cannot garnishment the borrower’s wages.

TOOLS

The tools do not normally print.  If you want to print what is in these tools, you must select these columns and go to print/selection.





MISC
H/U
TRANS

$280.00
$200.00
$240.00


$35.00
$100.00


$15.00



$41.05














$280.00
$291.05
$340.00









biweekly
amount
X26/12


$31.02
$67.21

weekly
amount
X52/12



$0.00


average











$10.00




$10.00


I29-C32
$2,703.70


Misc. Exp.
$0.00





MISC1
H/U2
TRANS2

$280.00
$200.00
$240.00


$35.00
$100.00


$15.00



$41.05














$280.00
$291.05
$340.00

1. Information entered in the Miscellaneous Column will be totaled and automatically entered into the Amount Stated cell in the Food, Housekeeping row.

2. Similarly, information the Housing/Utilities (H/U) and Transportation columns will be entered automatically in the Amount Stated cell for these items.

Biweekly
amount
X26/12


$31.02*
$67.21

Weekly
amount
X52/12


*
$0.00

1. Biweekly/Weekly: Converting biweekly and weekly amounts into monthly amounts.  If (1) a borrower has weekly or biweekly deductions for insurance, retirement and the like and (2) you need to enter this information under expenses, you must determine the monthly amount.

2. Enter the amount on the leave and earnings statement into the green cell* under the word “amount”.  The cell next to it will show the monthly amount.

Average


1
4

2
5

3
6


*

1. Average:  If (1) the borrower gets paid various amounts each pay period or (2) the borrower has an expense that varies over several months, you can average the amount in this section. 

2. Enter the amounts in the cells (there is room for six), and it will automatically give the average amount in the green* cell next to the blackened cell.  If you enter a zero in any of this cell the calculator will count that cell.  For example: if you enter 4,4,4 and leave the other cells blank you will get an average of 4.  However, if you enter 4,4,4,0 you will get an average of 3.

Appendix B: 









 AWG Hearings Request Received By Collection Agency:___________















Name 
SSN
Date Received
Amount Due
Pre-Hrng Status
Timeliness (T / U)
Comments

































































































































































Complete all sections of report and Fax Daily to E. Trent at 404-562-6110















Appendix C

Collection Agency Letter Request Form: AG:____________ 



























LETTER INDEX
Manuel Letters












U62 - BAN REQ DOC
A - Closed School Disc












U63 - 3RD PARTY INFO REQ
B - A & B Discharge












U64 - BAL DISP 
C - Unauth Signature












U69 - EMP VERIFICATION
D - False Cert.












T03 - FIN STMT
E - Teacher Cancel














E-System Generated Ltrs




Manuel Ltrs






NAME
SSN
U62
U63
U64
U69
T03
A
B
C
D
E
Comment



















































































































































































































Date Requested













Date Processed













LA Name:













Place an X in the appropriate blocks for the letter being requested. Fax request to the Attn: E.Trent at 404-562-6110.













Appendix D

AWG HEARING REQUESTS CANCELLED / RECALL REPORT












AG:______________

















REASON FOR CLOSING HRNG

























CONVERTED TO ADMIN RES.







SSN
NAME
Garnishment Order Cancelled/Stopped: (Yes / No)
ACCOUNT BALANCE
DATE FINALIZED
BAN
DISA
DEA
LEX / Unemp
Recalled by ED
Send Letter to Reduce Garn Pmt To:
Agreed to VPY of: 






































































































































































































































































































































AWG HEARINGS CANCELLATION REPORT DUE REPMT AGREEMENT











AG CODE:




















GARN ORDER CANCEL






SSN
NAME
BALANCE
YES (Y)
NO (N)
HEARINGS REQUIRED  (Y / N)
SEND LTR TO EMP REDUCE GARN AMT TO:$
AGREED TO VPY IN AMT OF $
DATE FINALIZED

































































































































































ACCOUNTS NO LONGER WITH AGENCY REPORT





ATTACH HEARINGS BEING RETURNED






AG:______________












ACCT RECALLED 
ACCT RETURNED


SSN
NAME
DATE
DATE
COMMENTS

































































































ADMINISTRATIVE CANCELLATION FORM









AG:_________












GARN ORDER CANCEL

CONVERTED TO ADMIN RESOLUTION


AWG HEARINGS CANCELLED

SSN
NAME
ACCOUNT BALANCE
YES (Y)
NO (N)
BAN
DISA
DEA
DATE

































































































































































2
51

