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SAMPLE MEMORANDUM TO STOP PAYMENT OF MONEY DUE A SEPARATING EMPLOYEE 

 

				[signatory office to enter date]


MEMORANDUM FOR ASSOCIATE DIRECTOR, TRANSACTIONAL PROCESSING  
                                        	
FROM:		[SAC Name]
			Special Agent-in-Charge, [Division Name]
	            	

SUBJECT:		Request to Stop Payment of Money Due a Separating Employee 
	           	Case Number: 
	           	Theft/Embezzlement Case

I request that the servicing personnel office consider initiating a stop payment of salary and benefits due to the following separating employee:  

Employee’s Name:
Position:
Business Unit and Office:
Social Security Number:
Date of Birth:

[Briefly describe the crime]

Title 5 U.S.C. § 5512(a) directs that the pay of a disbursing or accountable officer be withheld until he or she has accounted for and paid to the Treasury all sums for which he or she is liable.  Under these circumstances, § 5512 (a) may authorize the setoff of a separating employee's unpaid salary, unused annual leave, retirement fund contributions, annuity payments and similar payments.  The procedures set forth in IRM 0290.3, Payroll/Processing Handbook, should be followed.

For further information, please contact Special Agent [Name] at [Telephone Number].
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