CHAPTER 5. FI ELD PERSONNEL ROLES AND RESPONSI BI LI TI ES

ACTION OFFICIAL. Initial responsibility for collecting debts
due HUD is vested in the Action Oficial. |If this effort and
followup letters are unsuccessful, the Action O ficial forwards
the debt file to the dains Collection Oficer (CCO for further
collection action. Specific duties of the Action Oficia

i ncl ude:

0 Carefully nonitoring program grant, project, or activity
for debts to HUD, in accordance with procedures prescribed
by FAR 32.6 and the Contract Disputes Act of 1978, as
appropri at e.

0 Exam ni ng each case for indication of fraud, false claim
or msrepresentation and pronptly reporting such
indications to the Assistant |nspector General for
I nvestigation (AlG@) or Regional |nspector General for
I nvestigation (RIQ).

0 Revi ewi ng and assessi ng program audit findings.
0 For sustained audits, initiating a Concurrence Menorandum
0 For investigations, conpleting an |Investigation

Di sposition Report (HUD-1416).

0 Sending the Initial Letter Requesting Paynent of Debt and
I nvoi ce (HUD-216) and sending two followup letters at 30-
day intervals.

0 Provi di ng appropriate docunentation to the Regi ona
Accounting Division (RAD) to establish an account
recei vabl e on all debts.

0 Mai ntai ning a debt file.

0 Notifying the RAD of changes in debt status so that proper
adjustnents are made to the receivabl es.

0 Respondi ng pronptly to RAD requests for information or
assi st ance.

0 Tel ephoni ng and personally contacting the debtor to
determ ne debt collectibility.

0 | mpl ementing install nent repaynent agreenents for
coll ection where full repaynent cannot be acconpli shed.

0 Monitoring the effectiveness of initial debt collection
efforts.
0 Ensuring that collected funds are processed in accordance

wi th HUD Handbook 1911.1 REV, Handling and Protecting Cash
and O her Negotiabl e I nstrunents.
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Coordi nating actions taken on debts arising from
contracts with the Contracting Oficer.

Recomendi ng col | ection by of fset, when appropriate.

Sending the debt file to the CCO for claim
establishnent when initial collection attenpts prove
unsuccessf ul

0 Wirking with the Departnmental Clains Oficer (DCO to
anal yze causes of delinquencies and defaults.

0 Eval uating each Field Ofice's policies and
procedures relating to its debt collection process
and activities to ensure they neet the requirenments of
the law and this handbook (Regional O fice Action
Oficials only).

0 Taking tinely action to reinburse debts/clains
resulting in a sanction whereby costs nust be repaid
fromnon-federal funds by the recipient to its
program proj ect account or letter-of-credit. (These
are not debts due HUD and are not referred to the RAD
for the establishment of a receivable.)

5-2. CLAI M5 COLLECTI ON OFFI CER

a.

Responsibilities. The CCOis responsible for collecting
and reporting clainms that have proven to be uncollectible
by Action Oficials and RADs. The primary functions of a
CCO are to collect, conpronise, suspend, term nate, or
transfer clains. To carry out these responsibilities, the
CCO perforns several admnistrative duties including:

0 Receiving claimfiles fromthe Action O ficial

0 Mai nt ai ni ng up-to-date claimfiles at all tines during
cl ai n8 processing.

0 Pur sui ng aggressive debt collection actions.

0 Maki ng determ nations regardi ng debt conproni se
suspensi on, and term nation

0 Keepi ng the RCCO, RAD and Action Oficial inforned of
changes in claimstatus.

0 Transferring the claimfile and a referra
transmttal menorandum through the RCCO to the DCO
when the claimhas proven to be uncollectible and the
anount of the claimexceeds the CCOs authority to
conprom se, suspend, or term nate.
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b. Appoi ntnent. HUD pursues clains collection activities with
only as many CCOs (and Alternate and Assistant CCCs) as
necessary to ensure efficient and effective processing of
cl ai ns.

The appointing official may designate
Al ternate/ Assi stant CCOs subject to the needs of the

of fice.
Whenever special circunstances -- such as unusually high
clains activity -- indicate to an appointing official that

a variance fromHUD policy is needed, a witten
justification is submitted to the DCO setting forth the
nature and expected duration of the circunstances and
recomrendi ng a course of action. The DCO grants waivers to
appoi ntment policy as appropriate.

Headquarters primary organi zati on heads, Regi ona

Admi ni strators, and Category "A" office nmanagers designate
CCCs to be responsible for clains arising fromthe
activities of such offices. CCOs may be appointed for
Category "B" and "C' offices at the discretion of the

Regi onal Admi ni strator having jurisdiction over the office.
The DCO nust be kept inforned of all CCO appoi nt ments.

(See Appendi x 16.)

Enpl oyees who are directly involved in maintaining the
accounting records for debts/clains receivabl e nust
not be designhated as CCCs.

C. Selection. Since efficient delinquent debt collection is
key to ensuring that HUD s financial interests are well
managed, it is essential that appropriate personnel be
assigned CCO responsibilities and duties. 1n selecting
staff to serve as CCOs, the following criteria should be
consi der ed:

o] The percent of the individual's tine expected to be
devoted to clains collection as determ ned by the
vol unme of clains to be processed, since clains
collection is assigned as a collateral duty.

0 Degree of know edge of HUD prograns under the
jurisdiction of the office.

0 Ability to aggressively pursue the collection of
clainms from debtors.
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0 Ability to analyze the characteristics of clains
and formul ate responsi bl e decisions relative to
conprom se, suspension, or termnation, and to
prepare recomendations on clains referable to higher
aut hority.

0 Grade level consistent with the responsibility to be
exercised in relation to size and quantity of clains
processed by the office.

0 Evi dence of skills needed to speak and act for the
head of the office.

5-3. FIELD COUNSEL (CH EF COUNSEL AND CHI EF ATTORNEY). The Chi ef
Counsel and the Chief Attorney have primary Field Counsel
responsibility for |legal review of proposed conprom ses and
terminations. Their review should be obtained prior to the
CCO s final decision to conpromise or termnate, or prior to
recomrendi ng such action to the DCO
The Chi ef Counsel and Chief Attorney are available for informal
counsel prior to referring a matter to the Regional Counsel or
DCO for enforcenent.
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