a. VYerification of Information on Completed Forms ES-931.
Effective administration of the UCFE program requires assurance
that Federal agencies are completing Forms ES-931 correctly, and
that they are properly reporting Federal civilian service and
wages. State agencies are in the best position to carry out the
major portion of a program by verifying the accuracy of Federal
agency reporting of wage and separation information. One
required method of verification is the submittal of verification
requests to Federal agency payroll offices (Form ES-936).

b. Visits to Federal Agency Installations. SESA
representatives should also visit Federal agency payroll and
personnel offices, as needed, in order to ascertain whether pre-
scribed procedures are being complied with and whether Federal
agency staff understand their responsibilities with respect to
the UCFE program (Form ES-939).

c. Internal Review of Federal Agency UCFE Operatjonms.
In addition to the verification and visiting programs, Federal
agencies have been requested to include a review of UCFE activi-
ties in their internal inspection and audit programs. The U.S.
General Accounting Office reviews the accuracy of wages reported
to State agencies on Forms ES-931 as part of its regular site
audits of Federal agency payroll accounts, and inspectors of the
Office of Personnel Management periodically review, and report
findings concerning, individual Federal agency personnel
practices and procedures to ensure compliance with UCFE
requirements.

2. Introduction to Form ES8-936, Request for Verification of
FE_Wage and S8epars - op Furnished on Form E8-931.

*2! 19gery L

a. Purpose and Use. Form ES-936 is to be used to verify
the accuracy of data recorded on Form ES-931 (or equivalent,
e.g.IRS computer printout) by a Federal agency payroll office and
to assist in determining whether the Federal agency payroll
office is adequately carrying out its responsibilities with
respect to the UCFE program. If SESA review of a completed Form
ES-936 reveals inadequacies, a visit to the Federal installation
by a SESA representative should be scheduled.

The verification program should be controlled by SESA's central
office through use of its Form ES-931 file. A minimum of one
Form ES-936 should be sent by a SESA to each Federal agency
payroll office:
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(1) which is located in the State, outside the United
States, or multistate payroll offices; and

(2) which has completed and returned one or more Forms
ES-931 (or equivalent) during the latest 6-month period ending
June 30 or December 31. The SESA may send more than one Form
ES-936 request to an individual payroll office if there is a need
for additional verification; however, no more than 10 such
requests should be sent to a single payroll office in any 6-month
period. For centralized (or multistate) payroll offices, each
SESA's maximum should be limited to 3 such requests in any
6-month period. A SESA may also send Forms ES-936 to selected
payroll offices located in other States.

The responsibility for verification, except for centralisged
payroll offices, is thus placed on the BESA of the State in which
the payroll office is located.

The verification should be completed by the end of the first
month following the latest 6-month period (e.g., for completed
Forms ES-931 received during the January-June period, all Form
ES-936 requests should have been sent in sufficient time to be
returned to the SESA no later than July 31). A Form ES-936

- should not be sent until at least 15 days after SESA received the
corresponding completed Form ES-931 to avoid any possible
confusion in the Federal agency caused by an earlier verification
request. Item 1 of Form ES-936 may be modified by a SESA which
requires information as to weeks of employment.
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REQUEST FOR VERIFICATION OF UCFE WAGE
AND SEPARATION INFORMATION FURNISHED ON FORM ES-931

(State Agency Name) Date New Qlaim Filed:
Local Office: Date of Request:
Contact:
Telephone:

SECTION 1. IDENTIFICATION

1. Name (Last, First, Middle, Maiden (if any)) 2. Social Security Number 3. Birth Date (MM\DD\YY)

4. Position Title S. Place of Employment 6. Separation Date (MM\DD\YY)
(State, City or Country)

TO: (FEDERAL AGENCY, 3 DIGIT FEDERAL AGENCY CODE AND ADDRESS)

SIGNATURE STATE AGENCY REPRESENTATIVE TITLE DATE

INSTRUCTIONS: The U.S. Department of Labor has requested us to verify periodically the accuracy of information previously
furnished by Federal Agencies on Form ES-931, Request for Wage and Separation Information-UCFE. Please have an
authorized official personally review records from which the Form ES-931 cited above was completed in accordance with your
agency's instructions pertaining to the Unemployment Compensation for Federal Employees program (S U.S.C. 8501 et seq.).

SECTION I1. FEDERAL AGENCY TO COMPLETE

1. Post "Total Employee Wages® from payroll record(s); do not copy from file copy of completed Form ES-931. If a pay
record for any portion of the period covered has been sent to the National Personne!l Records Center, it should be
obtained before item 1b is completed and the State agency should be notified concerning the delay.

Y  No
a. Do you have payroll record(s) for this employee? _ _
If *NO°, explain:
b. For the Base Period beginning and ending provide

Total Employee Wages: §

2. a. Do you have a copy of the Form ES-931?
b. Do you have a file to maintain completed Forms ES-931?

3. Was the State (or if outside the U.S., country) reported on Form ES-931,
the same as shown on SF-50, "Duty Station® or, if SF-50 is not used,
the same duty station or equivalent entry as shown on the separation
document your agency uses?

4. Were (a) severance pay, or (b) lump sum payment for terminal mhual leave,
reported separately on Form ES-931, and not included as base-period wages?

X-3 ’ APRIL 1994



S. Were the reasons for separation reported on Form ES-931, at least
as complete as the information shown in both the "Nanure of Action®
and "Remarks® sections of SF-50, or equivalent document, used
in separation this employee? —

This is the minimum information required on Form ES-931. If answer
is "NO", indicate the source of information you used in completing Form ES-931:

6. Enter date certification was made on Form ES-931 (Date)

7. Do you have the instructions issued by your agency’s headquarters
on the UCFE program? .
If "NO*, you should request instructions through the same channels
through which you obtain other payroll or personnel instructions
from your agency.

8. In reviewing the payroll record(s) for this employee, did you discover
any error in the information previously furnished on Form ES-9317 . —
If'YES", give the correct information under "Remarks by Federal Agency”
below or on an attached sheet. Any questions you have concerning
the operation of the UCFE program may be indicated under remarks.

Certification: The above information has been furnished by someone other than the person who completed the Form ES-931
cited above and based on my review is hereby certified to be a correct and complete report.

SIGNATURE OF OFFICIAL TITLE DATE
NAME OF PARENT FEDERAL AGENCY ADDRESS
REMARKS BY FEDERAL AGENCY

If your office is located in one of the 50 States, the District of Columbia,

the Commonwealth of Puerto Rico, or the Virgin Islands, we shall be pleased
to arrange for a visit to discuss your responsibilities in the UCFE program.

If you desire a visit, please indicate. YES NO

RETURN TO:
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d. Number of Copies and Distribution. Sufficient copies
of Form ES-936 will be prepared to provide the number necessary
for SESA use and one copy for retention by the Federal agency:;
the original and at least one copy will be submitted to the
appropriate Federal agency payroll office. The State office
should retain at least one copy for follow-up purposes. The
Federal agency will return the completed form in a window.
envelope to the address contained in the return-address space.
Indicia return envelopes should not be included in mailings to
Federal agencies because they are required to use their own
envelopes. In addition, the SESAs, at their option, may use a
transmittal letter when forwarding Form ES-936.

e. Preparation. All of the items in Section I,
Identification, to be completed by SESA, are the same as those on
Form ES-931. Except for the dates of the base period shown on
the cited Form ES-931, to be entered by SESA in item 1lb of
Section II of Form ES-936, the Federal agency will complete
Section II, continued on the reverse of the form.

£. UCFE - SESA Action When Form ES-936 Is Not Returnped. A
control file or record of pending Forms ES-936 will be maintained
by the SESA. When a reply to the Form ES-936 request is not
received within 20 days (30 days for verfications sent to
locations outside the U.S.) after the verification request was
sent, a follow-up Form ES-936, identical to the original form but
marked "SECOND REQUEST" (underscored in red), should be sent.

If a reply to Form ES-936 has not been received after all
reasonable efforts to obtain it have been exhausted, three
partially completed copies of the form should be referred to the
ETA Regional office for appropriate follow-up action.

g. UCFE - SESA Action When Form ES-936 Is Returnmed. Upon
receipt of a completed Form ES-936, the data on Form ES-931 (or
equivalent) and Form ES-936 should be compared. A review of
completed Forms ES-936 will identify those Federal agency payroll
offices which have failed to follow prescribed procedures. SESAs
should not take exception to minor reporting deviations, such as
a variation of a few dollars in the total amount of wages
reported, as shown by the Federal agency on the two forms, where
it would have no effect on the claimant's benefits rights.

If the total difference between the dollar amount on the
Form ES-931 and the Form E8-936 is $10.00 or less,
resolution is not required.

Personal visits by a member of SESA staff should be made as a
means of following up on those Federal agency payroll offices
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which are located within the State, if data on completed Forms .
ES-936 indicate a serious misunderstanding of the reporting
requirements.

Examples of cases requiring a visit to a Federal agency are:

(1) the total amount of wages shown in item 1.b. of
Form ES-936 differs significantly from the total reported on Form
ES-931 (or equivalent) so that the error cannot be explained by a
few days' difference in the period used, or the amount would
affect the claimant's benefit rights had it been reported on Form
ES-931 (or equivalent):;

(2) the Federal agency indicates that it does not have
instructions on the program;

(3) reasons for separation are not as adequate as the
reasons shown on SF-50 (or equivalent separation document); or

(4) Federal agency requests a visit. If the payroll
office is located outside the State but within one of the 50
States, the District of Columbia, the Commonwealth of Puerto
Rico, or the Virgin Islands, procedures outlined in the following
subchapter should be followed.

If the payroll office is located outside the United States and
the data on the completed Form ES-936 indicate an area of
misunderstanding, a full explanation should be sent by letter to
the payroll office. If necessary, reconciliation or correction
of Form ES-931 (or equivalent) should be obtained. If problems
with payroll offices located outside the United States cannot be
corrected, the facts should be submitted to the ETA Regional
Office. That office will transmit the information to the ETA
National Office so that correction can be obtained through the
Federal agency's UCFE liaison officer. If a returned Form ES-936
indicates that a Form ES-931 (or equivalent) has not been
completed by the payroll office for an employee, the SESA should
investigate in person (if payroll office is in the State)

to determine whether there has been an error in completion of the
form or whether fraud has been committed with respect to the
completion of Form ES-931 (or equivalent). A completed record of
the results of such an investigation should be kept for review by
ETA.
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(DATE)

STATE (Name and address)
FEDERAL AGENCY (Name and address)

The Department of Labor has requested that we periodically
mail the attached verification form, ES-936, to all Federal
agencies. Please complete Section II of the form. Item 1.b.
should be completed after checking your wage and personnel
records for the individual named on the form so that we can ,
verify the information you submitted at an earlier date on a Form
ES-931, Request for Wage and Separation Information. If the
total difference between the dollar amounts on the Form ES-931
and the Form ES-936 is $10.00 or less, resolution will not be
required.

Please complete and return the Form ES-936 within the
required four workdays and return to the address as noted on the
reverse of the form. Should you have any question, please
contact me on ( ). :

Sincerely,

(SESA OFFICIAL)
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A SESA may request the ETA Regional Office to arrange for a
visit, in accordance with a. or b. below, to a Federal
installation (including centralized or multistate Federal agency
payroll offices) located elsewhere within the region, or in a
different region, when the situation warrants such action.

" The reason shown for the request should contain sufficient detail
as to specific cases in which inadequacies occurred so that the
SESA (or the ETA Regional Office) representative making the visit
may review the particular problem cases with the appropriate
official of the Federal installation visited.

a. Federal Installation Located within the Region. The
ETA Regional Office will arrange for the SESA in the State in
which the Federal installation is located to make the visit, or,
if more practicable, will designate a Regional Office staff
member to make the visit.

b. [Federal Installation Located in a Different Region.
The ETA Regional Office in the requesting State's region will
transmit the request to the ETA Regional Office in the region in
which the visit is to be made. That office will arrange for the
SESA in the State in which the Federal installation is located to
make the visit or, if more practicable, will designate a Regional
Office staff member to make the visit.

c. Preparation and Distribution of Forms ES8-939. The SESA
(or the ETA Regional Office) making the visit will complete
sufficient copies of Form ES-939 to provide one copy for the SESA
initiating the request. The regular number of copies of Form
ES-939 will be sent, by the visiting SESA, to the ETA Regional
Ooffice in that State's region at the end of the quarter, in
accordance with the instructions in subchapter 4 of this Chapter.
The extra copy will be sent to the requesting SESA via the ETA
Regional Office from which the request was received. The
transmittal of this copy should not be delayed to the end of the
quarter but should be sent immediately after preparation.
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UCFE INSTRUCTIONS FOR STATE AGENCIES
d. Page 1 of Form E8-939

(STATE AGENCY NAME)
UCFE PROGRAM-FEDERAL AGENCY VISIT REPORT

SECTION 1. IDENTIFICATION DATA

1. FEDERAL AGENCY NAME AND ADDRESS 2. CORRECT NAME AND ADDRESS (IF DIFFERENT)
(PER STATE RECORDS)

3. VISIT MADE BY: (NAME, TITLE and DATE)

4. SPECIFIC REASON FOR VISIT

S. NAMES AND TITLES OF PERSONS CONTACTED

SECTION I1. FEDERAL AGENCY FUNCTIONS

INSTRUCTIONS: Review the Federal Agencies UCFE Program based on the questions provided below. Any
"NO" answers should be fully explained on sheet provided. If additional space is required provide a separate

attachment
G 1 Administrats
YES NO

1. Does the Federal agency have a designated UCFE Program Manager

responsible for the overall UCFE program? _ .
2. Were copies of instructions issued by the U.S. Department of Labor

distributed to and executed by appropriate units at installations

of the agency? —_ J—
3. Were current procedures and operating instructions issued

by the Federal agency?

4. Did the Federal agency by August 1, provide the name(s),
title(s), address(es) and telephone number(s) of the designated
UCFE Program Manager and the UCFE Liaison(s)?

S. Does the Federal agency have an address to have claims sent
when the Form SF-8 has not been presented by the claimant?

6. Is the address to send UCFE bills, detailed listings and related
correspondence current?

7. Has the Federal agency provided copies of instructions and informational
material to the U.S. Department of Labor prior to issuance?

8. Did the Federal agency cooperate fully during the review?

9. Did the Federal Agency administrative offices which prepares UCFE forms
have copies of UCFE Instructions for Federal agencies?

If no, provide a copy.
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UCFE INSTRUCTIONS FOR STATE AGENCIES

Page 2 of Form E8-939
YES NO
10. Did the Federal agency have an adequate supply of Forms SF-87 _
11.  Were you able to observe a separation briefing where an SF-8 was provided? _
12. Review recently completed forms listed below and indicate
the number reviewed.
ES-931 ES-931A ES-934 ES-936____
13. Were the above listed forms completed within four workdays of receipt? .
14. Does the agency maintain a control record for incoming and outgoing forms? __
1S. Were records requested from the National Personnel Records Center
as required to complete UCFE Forms? .
ES-931/ES-931A/ES-934/ES-936
Co YES NO
1. mmmwmdmmmrmmmr .
2. Did the Federal agency copy of completed Forms ES-931 show
the 3-Digit Federal Agency Code? .
3. Was the Duty Station correctly identified? .
4. Was date of separation or last day of active pay status entered correctly? .
S. Was reason for separation shown as complete as the SF-50 or equivalent? _ _
6. When separation information on the SF-50 is inadequa'te
was adequate information provided on the ES-9317 .
7. Are payroll records and the ES-931 consistent? .
8. Was non-pay status (not separated) explained? o
9. When wage reporting (when earned vs. when paid) is inconsistent
with State reporting requirements, does the Federal agency advise
the State? o
0.  Were Forms ES-931 and ES-931A completed correctly? o
11 Did the Federal agency respond timely and accurately
to the Form ES-9367 -
12. Was the ES-936 completed and verified by other than the individual
who completed the ES-931? o
13. Are ES-934's referred to appropriate party? o
14. Does the Federal agency notify the State Employment Security Office

when a former federal employee refused and offer of employment?
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APPEALS

Does the Federal agency appeal State Financial and Non-monetary
determinations when the determination(s) are inconsistent
dﬁf«-ﬂﬁuﬂun

Are éeterminations and bearing notices referred to the appropriste office?
When not able to sttend 8 scheduled sppeal hearing does the Federa) agency

mem:wmmuuuu«ummumm
their interests?
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UCFEZ_PROGRAM-FEDERAL AGENCY VISIT REPORT =CONTINUED

¢ For each °®NO" answver, st belowv tea number and
indicate action taken by agency to comply with requiremsents,
including correction of previous errors. If Federal agency visited
had 1ittle or no UCPZ activity, insure that agency understands it's
responsibilities for esch requirement and agrees to apply UCrz
procedure to future activity.

PREPARED BY: (NAME) TITLE DATE

TIME SPENT IN TRAVELING TIME SPENT IN VISITING

X-12 APRIL 1994



" DRAFT

h. Purpose and Use. Form ES-939 is to be completed by a
SESA or the ETA Regional Office representative, on each visit to
a Federal agency installation in connection with the UCFE
program. The form should be used when the visit is made, to
denote a specific reason for the visit as well as when the visit
is for general UCFE program purposes. The only time the form
need not be completed is when:

(1) a visit report was completed within the
immediately preceding 90 calendar days, and

(2) the previously completed form shows no significant
inadequacy or the Federal agency has taken appropriate corrective
action.

In addition to Federal agency installations which need, or
request, SESA assistance, as determined by review of completed
Forms ES-936, visits would be made to those Federal installations
which:

(1) in many cases, do not issue SF-8's to their
employees, as indicated by claimant's answers to the question
which appears on each Form ES-931 and Form ES-931A;

(2) generally give inadequate information on Forms
ES-931, ES-931A, or ES-934 or equivalent

(3) have refused to participate in the appeal process;
(4) are often slow in returning the UCFE forms; or

(5) frequently omit, or incorrectly answer, items on
the various UCFE forms. Visits also would be made for the SESA
of another State upon specific request of the ETA Regional
Office.

Information on the status of the UCFE operations of a Federal
installation will be useful to ETA, the Federal agency and SESA
in evaluating how local installations are meeting their UCFE
program responsibilities.

i. r es and ution. Sufficient copies
of Form ES-939 will be prepared to provide the number necessary
for SESA use plus one copy for the Federal installation visited
and two copies for the ETA Regional Office. The Federal
installation should be given a readable written copy of the
completed report by the visitor before he/she leaves the _
installation, or a typed or reproduced copy should be sent to the
Federal installation as soon as possible after the visit.
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SESA should send two copies of each completed Form ES-939 to the
ETA Regional Office within 10 days after the end of the quarter
in which the visit was made. The Regional office will include
one of these copies in its quarterly transmittal of visit reports
to the ETA National Office.

When a SESA makes a visit for the SESA of another State, an
additional copy of the form will be prepared and sent to the
requesting SESA via the appropriate ETA Regional Office.

gegagixg‘zgégzg should be submitted to ;ngAggézgggiagé_gggiogai
office.
j. Preparation for Visit. Form ES-939 should be used as a

checklist during the visit to ensure that each function related
to UCFE program responsibility for payroll and personnel offices
is covered. Each representative of the region and SESA should
have available a copy of:

(1) "“UCFE Instructions for Federal Agencies",
published by the U.S. DOL; and

‘ (2) FPM Supplement 296-31, "Separations" subtable
(selected pages), of the Federal Personnel Manual.

Before visiting a Federal agency installation, the SESA
representative should obtain proper clearance and approval,

by telephone or in writing, from the supervisor or official

in charge of the office or installation. UCFE program visits to
civilian payroll and personnel offices on military posts or bases
would be cleared with finance or personnel officers, or both;
such officials usually hold a military rank. Visits to
nonappropriated fund activities should receive approval of the
custodians or managers of such funds or, for post or base
exchanges, the exchange officer or equivalent official. 1In
clearing such visits, the SESA representative should thoroughly
explain the purpose of the visit.

If a Federal agency installation refuses to permit a SESA
representative to make a UCFE visit, or does not allow the
representative to review pertinent UCFE program documents, he/she
should notify the appropriate ETA Regional Office, providing
sufficient details and making reference to this Chapter. The ETA
will make every effort to resolve the matter at the Regional or
National Office level.

k. Instructions for Completion of Form and Conducting the
visit.
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(1) . In Section I, "Identification Data," item 4,
explain the specific reason for the visit; e.g., when the amount
of wages shown on a verification Form ES-936 differs
significantly from that reported on the corresponding Form ES-
931. Under "Remarks" on page 4, explain the action taken or to
be taken by the Federal installation to correct each inadequacy
noted.

(2) . All questions in Sections II, Federal agency
functions are "yes" or "no" answers. Affirmative answers to all
of the questions indicate that the Federal installation, at the
time of the visit, is performing its UCFE functions
satisfactorily. Explain negative answers to any of the questions
under "Remarks."

(3) . Answers to questions will be made on the basis of
the conditions found in the payroll or personnel office when the
visit is made. The explanation of negative answers under
"Remarks" should specify the corrective action proposed or being
taken.

(4) . During each visit, the representative should
determine whether the payroll and personnel offices are generally
complying with UCFE instructions issued by the Federal agency for
completlng Forms ES-931, ES-931A, ES-934, and ES-936, issuing SF-
8's and performing other UCFE program operations.

The representative should determine whether or not the payroll
and personnel offices have available copies of the Federal
agency's appropriate instructions; he/she should obtain a copy of
the UCFE payroll instructions to assist in the review.

(5) The visitor will record separately, in the spaces
provided on the lower portion of page 4 of the form the time
spent:

‘ (a) traveling and

(b) visiting.

The Form ES-939 questionnaire covers the Federal agency s basic
UCFE program responsibilities and is used during the visit to
record information pertaining to the Federal agency's discharge
of its duties and to provide a report of findings.

During the review, DOL staff will attempt to determine if the
SESA (local office) has adequately assisted the installation with
respect to the UCFE Program and will provide technical assistance
if necessary.
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The State agencies are to report to the ETA Regional office every
6 months on the verification activity and Federal agency visits.
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b. Number of Copies and Distribution. The SESA will send
two copies of a report to the ETA Regional Office every 6 months
on the verification activity and Federal agency visits conducted
during the completed verification period. One copy of the
report, which is due in the ETA Regional Office by the 15th day
of the second month after the verification period, will be
transferred to the ETA National Office. Thus, for the January 1
through June 30 verification period, the report is due on or
before August 15; for the July 1 through December 31 verification
period, the report is due on or before February 15.

c. Review of ETA 8-32. The ETA Regional Office will

periodically review the reports and related data with the
State agencies to determine:

(1) the effectiveness of the verification and
Federal agency visiting program; and, when appropriate,

(2) the need for further action by the ETA.

6. Federal Agencies Contracting for UCFE Services.

Some Federal agencies have procured contractor services to handle
their UCFE claims process. However, the Federal agency is
responsibility of ensuring that the UCFE claims process and other
aspects of the program are handled in the same manner and
thoroughness as the Secretary of Labor has prescribed. Federal
agencies have been notified to monitor a contractor's performance
as a part of their internal audit procedures. In addition,
Federal agencies have been advised that:

a. A contractor should provide the Federal agency with a
copy of all correspondence received from and to the SESA
concerning the UCFE process. If a problem exists, it should be
brought to the attention of the State Federal program coordinator
and/or the National Office, Attn: TEUMI.

b. In most instances, a contractor cannot perform the
requirements for the Form ES-936 verification process since the
information must be obtained directly from the original records
which are maintained at the Federal site. Therefore, a
contractor must be instructed, by the SESA, upon receipt of a
Form ES-936 verification report, to immediately send it to the
appropriate staff member at the Federal agency for completion and
return to the SESA.

c. While a contractor can suggest to a Federal.agency
which cases should be appealed, the final decision lies with the
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UCFE INSTRUCTIONS FOR STATE AGENCIES

Federal agency staff. Though a contractor may attend a hearing,
Federal representatives having first-hand knowledge of the
situation must attend, give testimony, and present evidence to
ensure that UCFE benefit payments are paid only those claimants
who meet the eligibility requirements. :

7. UCFE Records - Content., Identification., and Availability.

SESA records should contain enough information to substantiate
all actions taken relating to determinations of entitlement for
UCFE benefits. Accounting records should be in sufficient detail
to permit proper accountability for UCFE funds provided to States
for payment of UCFE benefits, and to provide the necessary
information for the preparation of fiscal reports to the U.S.
DOL. SESA records pertaining to the UCFE program should be
identified as different from agency records pertaining to State
UC benefits. SESA UCFE records must be available for inspection,
examination, and audit by such Federal officers or employees as
the Secretary of Labor may designate.

a. UCFE - Checks and Records of Payments.

(1) a ortin a t. A payment from UCFE
funds must be supported by a copy of the check or by a register
or similar document clearly identifying the UCFE claimant by
name, social security account number or control number used by
the SESA and by the amount charged to UCFE funds. SESA records
must be in sufficient detail to support the computation of the
amount charged to such funds.

(2) Checks in Payment of Claims. Checks issued in
payment of UCFE claims need not be identified especially as
UCFE payments.

(3) Undelivered and Unclaimed Checks. Controls and
~ records of undelivered and unclaimed UCFE checks returned to
the SESA should identify checks paid from UCFE funds separately
from other checks issued or authorized by the agency. Such
controls and records should be in sufficient detail to permit
proper accountability by SESA.

The SESA will cancel any check drawn by that State to pay UCFE
benefits which has not been presented for payment within 1 year
after the date of its issuance. The amount of the escheated
check will be credited to the Federal agency account maintained
by the SESA for UCFE funds. If, in accordance with State law,
any claim for payment of UCFE benefits is made later, and UCFE
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When benefits are due a UCFE claimant
death, payment of the amount due shéuld 0
with the law and regulations governing % ayment of state uc
benefits due at the time of death. Sl

(4) Disposal of UCFE and UCX Regcords. The USDOL has
authorized transfer to SESA accountability’records of the joint
Federal-State UCFE and UCX programs. A rgiigest “Zor transfer of
UCFE and UCX records once made by each SESA-applies, vnless
revoked, to all UCFE and UCX records when: transferable ’

The records listed below will be transfefted—t: -
accountability 3 years after final action (including appeals or
court action) on the claim, or such records may be transferred in
less than the 3-year period if reproduced in accordance with
appropriate reproduction standards outline in this Chapter. With
respect to overpayment records, fraudulent or nonfraudulent, the
date the overpayment is written off is considered to be the date
on which final action took place. After the transfer is
completed, SESA will follow its State law for disposal of records
- identified as follows:

(a) Individual claim files consisting of new,
additional, reopened, and continued claims for UC; determinations
of entitlement; reports of interviews; claim record forms; and
other related documents, records, and correspondence.

(b) Appeal records consisting of petitions
appeallng UC determinations; copies of subpoenas; notices and
transcripts of hearing; exhibits; decisions; and other related
documents, records, and correspondence.

(c) Claimant payment records consisting of
benefit history files (e.g., ledger cards or sheets); canceled
checks, copies of checks, and check registers or similar
controls; records of overpayment, underpayment, and adjustments;
and other related documents, records, and correspondence.

(d) 1Individual claim records relating to
administrative penalties and criminal prosecution in cases of
fraudulent claims.

8. UCX - Standards fo h a e ecords.

The following standards apply to the maintenance of UCFE and
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UCX records:

a. Standards. When reproducing permanently valuable
records, in order to dispose of the originals--

(1) The integrity of the original records will be
preserved on the copies. This implies that the copies will
be adequate substitutes for the original records in serving
the purposes for which such records were created or maintained.
More specifically, the term "integrity of the records" means
that:

(a) The copies will be so arranged, identifieqd,
and indexed that an individual document or component or a record
series can be located with reasonable facility:; and

(b) The copies will contain all significant
record detail needed for probable future reference.

(2) The method used will comply with the appropriate
specifications for permanent records.

(3) The provisions for preserving, examining, and
using the copies of the original records will be adequate.

b. safequard. The SESA should assure that the quality of
records are maintained in accordance with the information
provided above. The maintenance of UCFE records should be of the
same quality as that required of other State UC records.

9. CFE

a. The Unemployment Insurance Service (UIS) of the ETA
National Office requires the State agenc1es to submit many of its
reports electronically. Reporting requirements pertaining to
UCFE electronic submittals are contained in ETA Handbook No.401.

It is the pollcy of the UIS to assure accuracy, uniformity, and
comparability in the reporting of statistical data derived from
State UC operations through State adherence to Federal
definitions of reporting items, use of specific formats,
observance of reporting due dates, and regular verification of
reporting items.

b. UCFE claimant activity is submitted electronically by
State agencies in the following reports:
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(1) ETA 539 Report, Weekly Claims and Extended
Benefits Trigger Data '

(2) ETA 5159 Claims and Payment Activities
(3) ETA 5130 Benefit Appeals Report
(4) ETA 207 Nonmonetary Determinations Report

(5) ETA 218 Benefit Rights and Experience

10. Frequency of Reports.

a. ETA 539 reports should be submitted by State agencies
on a weekly basis to the ETA National Office by the opening of
business Thursday following the week in which the claims were
filed. .

b. ETA 5159 reports should be submitted by State agencies
to the ETA National Office on the 15th day of the month following
each calendar month to which it relates.

c. ETA 5130 reports should be submitted by State agencies
to the ETA National Office by the 20th day of the month following
month to which it relates.

d. ETA 207 reports should be submitted by State agencies
to the ETA National Office on the 15th day of the month following
the quarter to which it relates.

v e. ETA 218 reports should be submitted by State agencies
to the ETA National Office on the 25th day of the first month
following the quarter to which it relates.

f. Form ETA-227, Overpayment Detection/Recovery
Activities. Form ETA-227 provides information on determinations,
overpayments, recoveries of overpayments on intrastate and liable
interstate claims under State UC and UCFE claims programs.

The SESA's accomplishments in principal detection areas of
benefit payment control are shown in the ETA-227 report. The ETA
and State agencies need such information to ensure that benefit
payments are properly made. Data are provided for criminal and
civil actions involving benefit overpayments obtained
fraudulently, and an aging schedule of outstanding benefit
overpayment accounts is included.
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(1) . Frequency of the Form ETA 227 Report. The ETA-227
report is due quarterly.

Report for Calendar

Due
March 31 May 1
June 30 August 1
September 30 November 1
December 31 February 1
(2). Submittal of the Form ETA 227 Report. One copy of

the Form ETA-227 should be sent to the appropriate Reglonal
Office; the original and one copy should be sent to:

U.S. Department of Labor

Employment and Training Administration
ATTN: TEURA-Reports, Room S-4519 FPB
200 Constitution Avenue, N.W.
Washington, D.C. 20210

NOTE: Detailed instructions for preparing Form ETA-227 may be

found in ES Manual, Part III, Chapters 5600-5799 and Chapters
12400-12402.

X-23 APRIL 1994



11.

ETA 539 - CLAIMS AND EXTENED BENEPITS “?&

REGION: STATE:

REPORT POR PERIOD ENDING: :
.'.-......."-...I.........I...................-........l....-...........'..Q...

Reflected Week Bnding: 12/19/1992

Week Number: )
3Cs ¢ (4] XIC: WSICs WSEIC:
(o [} rcw: b (o 1} WSCW: WSECW:
EBT: EBUIs ABT: ABUI: 0
AT: (4 £] R AR: 4]
STATUS: STATUS CHANGE DATE:
COMMENTS 1
APRIL 1994
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ETA 207 Nonmonpetary Determinations Report
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1. UCFE Punding.

Public Law 96-499, the Omnibus Reconciliation Act of 1980,
amended the UCFE law (5 U.S.C. 8509) and requires Federal
agencies to reimburse the cost of UCFE for their former ,
employees. One of the primary reasons for passage of this Act
was to encourage Federal agencies to assume more responsibility
for managing its UCFE expenditures. P.L. 96-499 also established
within the Unemployment Trust Fund the "Federal Employees '
Compensation (FEC) Account." The FEC Account operates as a
revolving account.

State agencies are required to requisition funds from the FEC
Account to cover anticipated benefit payment needs for all UCFE
claimants and reporting such payments for subsequent billing to
Federal agencies. Refer to UIPL 17-81 for more detailed
procedures on requisitioning UCFE funds.

2. UCFE Billing.

a. Form ETA 191, gtatement of Expenditures of Federal
Funds for Unemployment Compensation for Federal Employees and ExX-
servicemembers (UCFE/UCX). Form ETA 191 is used by each SESA to
report to the National Office (NO):

(1) the quarterly summary UCFE expenditures and
adjustments (Section A); and

(2) the total amount of benefits paid by the SESA to
claimants of specific agencies. Section B of the ETA 191 is the
only source document used to bill agencies for the recovery of
UCFE benefit expenditures.

Submitting the ETA 191 report timely has a major impact on
maintaining the solvency of the FEC Account. 1In order that the
Account operates successfully, it is dependent upon two of its
major components--the SESA and the Federal agency. Each SESA
withdraws resources from the FEC Account to cover the necessary
UCFE benefit payments. Quarterly, UIS bills those Federal
agencies based on the data contained in Section B of

the ETA 191 report. Each Federal agency deposits into the FEC
Account, on a quarterly basis, reimbursements of benefits that
have been paid to their employees or former employees. After
receipt of each quarterly ETA 191 report, the UIS/NO aggregates
the benefit payments by individual Federal agencies and bills
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each accordingly. Quarterly, the NO certifies to the U. S.
Department of the Treasury the total amounts due from each
Federal agency.

b. Due Date and Transmittal

. (1) Within 25 days after the close of each quarter,
Form ETA 191 is to be transmitted electronically to the DOL,
Employment and Training Administration. If a SESA unable to
transmit the Form ETA 191 electronically, it may be sent to the
following address:

U. S. Department of Labor

Employment and Training Administration
Attn: TEURA--Reports '

200 Constitution Avenue, N.W.

Rm. 4519

Washington, D.C. 20210

c. se o ut outs. A computer printed output
may be used in place of supplied report forms if they are
arranged in the same format and data items are clearly labeled.
A computer printout page size of 8 1/2" x 11" is preferred, but
sizes up to 11" x 14 3/4" are acceptable.

d. General Instructions

(1) Requisitioning Funds from the Federal Employees
Compensation Account. State agencies are required to requisition

funds from the FEC Account to cover anticipated benefit payment
needs for all UCFE claimants. These electronic requests are
received by the Financial Management Services, Funds Accounting
Branch, U.S. Department of the Treasury. To prevent the build up
of excessive balances in local banks, requisitions and transfers
of funds should be made on a daily basis.

(2) Providing Information to Federal Agencies.
Pursuant to the Secretary's authority in 5 USC 8509 (f), State
agencies will continue to, for purposes of this Act, provide
appropriate personnel/payroll offices of Federal agencies with a
copy of all determination notices, including appeals, that are
now provided to a private employer, as instructed by Sections
6662 and 8692, Part V of the ES Manual. The SESA should be
prepared to furnish the Federal agencies, upon their request,
with detailed benefit payment data, which supports the charges
contained in Section B of Form ETA 191. State agencies will
provide the certified documentation directly to those Federal
agencies that have requested the benefit payment data. These
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UCPE INSTRUCTIONS FOR STATE AGENCIES

agencies are listed in the unemployment insurance program letter
entitled, "Directory of Federal (Civilian) and Military Agencies
Requesting Quarterly UCFE and UCX Detailed Benefit Payment Data."

(3) correcting Errors Made in a Prior Quarter.
Corrections should be reported on the ETA 191 to UIS as soon
as possible. A timeframe of 2 years, from the time that the
error occurred, has been established as sufficient time for
adjustments to be made. State agencies are to correct improper
charges made to Federal agencies by increasing or decreasing the
agency's charges in a subsequent ETA 191 report. 1In cases where
there may not be charges in a following quarter, only the
corrective entry should be reported. State agencies are not to
submit more than one Form ETA 191 report per quarter.

e. st ]

(1) Section A. Summary Statement of Expenditures and
Adjustments

(a) Item 1. Benefit Expenditures. Include
in the appropriate columns all UCFE unemployment compensation

benefits paid to eligible (as based on title 5 U. S. Code) former
employees during the reported quarter. These expenditures should
include "pure" UCFE (exclude State UI), joint, and supplemental
benefit payments.

(b) em 2. justments Ass encies
(1) (a) cancellations. Enter in the

appropriate UCFE column the total amount of any checks canceled
during the quarter which were reported as expenditures in prior
quarters. Cancellations of checks drawn in the current quarter
are to be reflected in Item 1. All check cancellations are to
be reported as negative figures.

(2) (b) Restoration of Overpayments. Enter
in the appropriate UCFE column the total amount of resto-
rations made during the quarter of overpayment made in prior
quarters. Restorations of overpayment received during this
quarter and based on expenditures in the current quarter should
be reflected in Item 1. All restorations of overpayment should
be reported in as a negative figure.

(3) (c) other. Enter the total of
other adjustments in UCFE payments, such as over or understate-
ment of UCFE expenditures reported in prior quarters. Submit

XI-3 APRIL 1994

-



DRAFT
!QI3_IlEIB!QIIQI!_IQB:;£;£;:S§£i§igE” |

an explanation of items in the appropriate section of the Form
ETA 191.

c) Item 3. Total Assigned Expenditures and
. Enter in the appropriate columns, the total amounts

of UCFE expenditures and adjustments that are being charged to
Federal agencies during this reporting period. The figures
entered in this item for UCFE are the results of Items 1, 2(a),
2(b), and 2(c). These totals must match the totals reported in
Section B. The report cannot be sent electronically if the
totals do not match.

(d) Item 4. Expenditures and Adjustments Not

Assiagned to Agencies. :

(1) (a) Penalties and Interest. Enter the
total amount of penalty and interest (P&I's) received by the SESA
which results from any prior UCFE payments. These are to be
shown as a negative figure. .All recoupment resulting from P&I's.
are to be returned to the FEC Account. If the P&l's are based on
an overpayment of benefits that was drawn from the Federal .
Unemployment Benefits and Allowances Account, such amounts are to
be returned to the DOL. )

(2) other--Explain in Comments. Enter in
the appropriate UCFE column any adjustments that were not
included in Item 4(a). For example, list adjustments to a UCFE
charge that occurred more than 2 years after the quarter in which
the initial payment was made or an agency for which a 3-Digit
Federal Agency Code has not been assigned. 1In the latter case,
include in the comments section both, the agency name, and total
amount of benefits for each agency.

(e)
. In the UCFE column, enter the results
of Items 4(a) and 4(b).
*
(£) ==
‘Adjustments. Enter total expenditures for the quarter by
calculating Item 3 and Item 5

(2) Section B, Statement of Expenditures

(a) Enter in Column 1 the 3-Digit Federal Agency
Code which has been assigned to each Federal agency. For each
agency, being charged during the reporting quarter, there should
be a separate entry in this column. If the 3-Digit Federal
Agency Code is unknown, report the benefits under Section A, Item
4(b).
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Since the 3-Digit Federal Agency Codes are the major element used
in billing Federal agencies, accuracy in this area is of
paramount importance.

(b) Enter in Column 2 the name of the agency
being charged. The name of the agency should correspond with the
3-Digit Federal Agency Code in Column 1.

(c) Enter in Column 4, the total amount of
UCFE benefits being charged to the Federal agencies listed in
Column 1. Charges to Federal agencies will include adjustments
for restoration of Federal funds resulting from cancellation of
checks, recoupment of overpayment, etc. Therefore, the sum of
UCFE benefit charges must be equal the amount found in the UCFE
column of Section A, Item 3 (UCFE).

£f. Certification. The provision of part IV, section 7003,
with respect to the certification of financial reports, applies
equally to Form ETA 191. Pursuant to that provision, financial
reports should be certified by an individual whose certificate of
authorization is on file with the national office. There-
fore, each SESA should provide UIS with amended or additional
certifications as required in accordance with part IV, sections
0640-0649.

g. . 3-Digit Federal Agency Codes. 3-Digit Federal Agency
Codes identifying each Federal agency are listed on the following
pages. Additional agencies with their corresponding 3-Digit
Federal Agency Code will be added to the list as necessary.

State agencies will use these 3-Digit Federal Agency Codes to
identify all claim records and claim forms of claimants who
performed Federal service in his/her base period. If, after
using The United States Government Manual, and an agency cannot
be identified with a code, the total amount of these expenditures
should be reported as "not assigned," and included in the
appropriate column of Item 4 (b). The name of the agency, and
the total amount of benefits paid should be provided in the
comments section.

NOTE: Refer to Part V, ES Manual, Section 9336, for more
detailed reporting instructions for the ETA 191 Report.

XI-5 APRIL 1994



A e . !

UCFE INSTRUCTIONS FOR STATE AGENCIES

® o Go-doth b G [ ] . ] .
N s ve
Guse t 9 L fon SUS RS el 60 '} . ] . .
oub apret b heinr O ———————— ————
. tpe .
Assigrad © Ageasies
e L X . ) LT . )
® Go-Sowh b wnm . | R S,
[ § Lagendire n Apetant®
et Assigrod © Ageastes [ . [ ] .
Y1) —— ———
&  Grons ten)—40 Lagenfurne s s
AQeten fove ) 0 R e—————— e —————
3. Commed

1oty -wwnmvm-wm erng Joc:ee 8 oW L w00 B Iy W PIFDN & PSS

arerenw & 14978’ PUOT —-:mmonnﬁtvnl—wnmm.w
. [—— L
[——
(s — e

LRI

XI-6 APRIL 1994



Stanent of Lapendires 208 AR U. & Depertment of Laber
d".’“h.%a Srptysun 0 WSy ASUESER o

e, ° I

= - ’l_f ?,
s

Yout Lpondares Asdigrod B Agoartes

Muﬂmh-a-.xnn. ) s

¢ et 080°07¢° Putd & W S0

o U PV At B PRI SIS 0 B B . SPUY purmem)
BB AN AN B PES RS FU' BITNE W IWe €N
o hivv o) t open B et 00w B W A/ el oSS

fapivy

XI-7 . APRIL 1994





