
 

 

  

REFUND FOR OVERPAYMENT OF 
SALARY-MANUAL ENTRY FORM 

CODE WARRANT # WARRANT DATE LAST FOUR OF SSN PTB RET CODE DATE OF SUBMISSION: 

21 

LAST NAME FIRST NAME MI ORG 1/2 

ORIG WARRANT AMT CORRECT WRT AMT REFUND AMOUNT (-) 
GROSS SALARY CHARGE: (-) 

LESS: RETIREMENT/ORP/OAP (-) 

EMPLOYER 
CONTRIBUTIONS 

FICA (-) 
MEDICARE (-) 
HEALTH (-) 
LIFE (-) 
DISABILITY (-) 
PRETAX SAVINGS (-) 

REPORTABLE 
GROSSES 

FICA GROSS (-) 
MEDICARE GROSS (-) 
RETIREMENT GROSS (-) 
GROSS SALARY (-) 

LESS: FICA (-) 

EMPLOYEE 
DEDUCTIONS 

MEDICARE (-) 
RETIREMENT (-) 
WITHHOLDING TAX (-) 
FIXED ADDITIONAL W/H (-) 

MISCELLANEOUS DEDUCTIONS 
DESCRIPTION PTB TE CODE AMOUNTS 

(-) 
(-) 
(-) 
(-) 
(-) 
(-) 
(-) 
(-) 
(-) 
(-) 
(-) 
(-) 
(-) 

EMPLOYEE'S NET SALARY: (-) 
REASON FOR ADJUSTMENT: 

PREPARED BY: TELEPHONE NUMBER: VERIFIED BY: 

DFS-A3-1911 (Rev. 07/28/2021) PPM Vol. 5, Sec. 6, pages 16-19 



     

 

 

  

  

  

 

 

 

 

 

   

 

 

 

 

 

Guidance for Completing the Manual Refund for Salary Overpayment Form 

This resource page is available to assist with completing the Refund for Salary Overpayment form. The form is used for any overpayment 

that cannot be handled within the payroll system, this includes overtime payments, payments with multiple earnings codes & payments 

collected in a previous calendar year.  Additional information can be found in Volume 5, Section 6 of the Payroll Preparation Manual. 

The employee and warrant information at the top of the form is complete and accurate. 

This ensures that the correct record is adjusted for the appropriate employee & transaction. This required information includes warrant 

number & date, employee's name, last four of the employee's SSN, as well as retirement & org codes. 

Retirement code is on the form and the correct retirement contributions are reflected. 

Retirement contribution rates are listed in Volume 4, Section 3 of the Payroll Preparation Manual.  Please use these rates for manual 

calculations of the employer and employee retirement contributions. 

Column 1: Warrant Amount 

This column is populated with the amounts from the original overpayment & can be found in FLAIR-PYRL, via the EI (employee information) 

screen, and PD (payment detail) screen. This column should include the gross salary charge, employer contribution amounts, gross salary 

amounts, employee contribution amounts, employee deductions & the net salary. A sample form with detailed explanation of the 

information needed has been provided. 

Column 2: Correct Amount 

This column is populated with the corrected amount that the employee should have been paid.  It should include all the same information 

as the original warrant including gross salary charge, employer contribution amounts, gross salary amounts, employee contribution 

amounts, employee deductions and the net salary. 

Column 3: Refund Amount 

This column is calculated by subtracting Column 2 from Column 1, Warrant Amount – Correct Amount = Refund Amount. The amount listed 
in the Net Salary field of the Refund Amount column is the amount owed back to the agency by the employee. 

Reportable Grosses (FICA, Medicare, & Retirement) 

There will always be a gross salary listed on every form.  If there are Retirement, FICA, or Medicare contributions on the original payment, 

then respectively there will be Retirement, FICA, or Medicare grosses in all 3 columns. 

Gross Amounts and Pre-Tax Benefits(PTB's) 

FICA gross & Medicare gross will be reduced by the combined PTB amounts in all 3 columns (Warrant amount, Correct Amount, and Refund 

Amount). Gross Salary minus PTB = FICA & Medicare grosses. 

Miscellaneous Deductions 

List all miscellaneous deductions including deduction codes, description, deduction amount & the TE (tax exempt) or PTB (pretax benefit) 

indicators. 

Validate the amounts in each column 

Gross Salary plus employer amounts for FICA, Retirement, Medicare, Health, Life, Disability & Pretax Savings = Gross Salary Charge. Gross 

Salary minus employee amounts for FICA, Retirement, Medicare, Withholding tax & miscellaneous deductions = Employee’s Net Salary 

Validate the Refund Amount 

Column 1: Warrant Amount – Column 2: Correct Amount = Column 3: Refund Amount 

Does this refund involve a warrant from the prior calendar year? 

If the refund of overpayment of salary form is for a warrant from the prior calendar year, the withholding tax will not be adjusted as BOSP is 

unable to adjust prior year tax withholding per the IRS.  To reflect this appropriately the withholding tax amount will be the same in the 

Warrant Amount column & Correct Amount column, making the Refund Amount column zero. 

Proof of Repayment 

Per the Payroll Manual, documentation must be included showing when the employee repaid the overpayment in full. Proof of repayment 

can be a copy of the agency deposit slip, a copy of a personal check, or a screenshot of a code 200 deduction from FLAIR-PYRL. 

Authorizing the form 

The form should be completed by one person and verified & authorized by another to comply with the practice of Separation of Duties, an 

internal control to prevent fraud/errors. Forms prepared & authorized by the same person will be returned. 

(Rev. 5/3/2019) 
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