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Attachment 6 

Recoupment of Overpayments in Foster Care and Adoption Services 

Policy & Procedure Guidance Document 

4. Organizational Authority  

4.1.     Oversight 

The NWF Health Network (NWFHN) Director of Projects and Assistant Director of 

Projects have full authority over the recoupment process. 

4.2.     Delegation 

The NWFHN Director of Projects and Assistant Director of Projects have full delegated 

authority on behalf of and in coordination with the NWFHN Chief Operating Officer (COO) 

and Chief Financial Officer (CFO) in working with all NWFHN team members and 

associates, to include and not limited to CMOs, in any overpayment or recoupment 

policy/procedure/operational/program matter on behalf of NWFHN.  

The Director and Assistant Director of Projects are empowered to issue directives, 

coordinate cross-functional efforts, and ensure compliance with applicable laws, 

regulations, and internal standards in the execution of the responsibilities as to 

overpayments and recoupments. 

5.2.  Verification and Notifications 

5.2.1. Verification Before Recoupment 

Recoupment efforts shall not commence until the suspected overpayment is verified. 

Verification includes research and confirmation by the NWFHN Vouchering Supervisor or 

designer. Review and approval by the ADFF, with agreement from the Director of 

Accounting or designee. Verified recoupments will be communicated internally daily. 

5.2.2.  Notifications 

The CFO and COO shall be immediately notified via email by the Assistant Director of 

Federal Funding (ADFF) when an overpayment is verified to be more than $10,000.00. 

The ADFF will copy the Director of Projects, Assistant Director of Projects, Director of 

Accounting, and Regional Program Administrator.  

5.3. Documentation 

All activity related to each overpayment and recoupment shall be documented in the NWFHN 

system of record. Documentation must occur within one (1) business day of the activity. Children 

and Families Operating Procedures shall be adhered to for documentation standards. 

5.4.2.  Notification Methods in Order of Escalation 

A. Telephone Call  

• A call will be made to inform the over payee of the verified overpayment, to advise of 

the required recoupment, and that formal written communication will follow. 
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• One call is considered an attempt and a voicemail may be left indicating the following 

only: “Good morning/afternoon, this is (Team members first and last name) with NWF 

Health Network.  Please return my call at (team member’s work phone/cell number). 

Thank you.” 

B. Email Notification  

• A detailed email may be sent outlining: 

o The nature and amount of the overpayment 

o The relevant service dates 

o Available repayment options 

o Contact information for questions  

C. Formal Letter Notice (Standard Mail Notification)  

• A printed letter will be mailed to the over payee’s address on file, reiterating the 

details provided in the call or email and including any required forms or 

documentation. 

• See Attachment B 

D. Final Letter Notice (Certified Mail Notification) 

• If no response is received within 14 calendar days of the initial notification: 

• A certified letter will be sent to ensure documented delivery and receipt. 

• The certified letter will include: 

o A final notice of the overpayment 

o A deadline for response or repayment 

o Notification of potential escalation (e.g., withholding of future payments, referral 

to collections or legal action) 

• See Attachment C 

5.5. Resolution 

5.5.1. Payment in Full 

A. If no children are placed with the over payee, balance is due in full.  

B. Payment in full may be submitted by mailing a personal check, money order, or cashier’s 

check for the total amount due, or by reporting in person to: 

NWF Health Network 

Attn: Director of Accounting 

525 N. Martin Luther King Jr. Blvd. 

Tallahassee, FL 32301 

In-person payments may be made at the above location during NWFHN business days, 

Monday through Friday, between the hours of 9:00 a.m. and 3:00 p.m. Eastern Time. 



 

       

1300-1346 x 6 Guidance Document - B.M. of 2.26.26  Page 3 of 4 

 

All payments must be made payable to NWF Health Network. Accompanying correspondence 

should clearly identify the child associated with the overpayment recoupment. 

5.5.2. Recoupment Repayment Plan 

A. A recoupment repayment plan can be considered when the following criteria and procedures 

are met and utilized. 

1. The over payee must be receiving a subsidy payment and/or have a child placed with 

them.  

2. The following method shall be utilized for repayment options: 

• A recoupment repayment plan repayment options is required to be within the 

NWFHN Community Based Care contracted award dates and shall not be extended 

beyond the CBC contract expiration dates. See Attachment D. 

• If a consumer was overpaid for 5 months, then a recoupment payment plan may be 

offered for the balance to be recouped in full within a 5-month period. 

o If the CBC contract expires in 4 months, the recoupment repayment plan must 

be for 4 months and not 5 months.  

• See Attachment E.  

B. When the recoupment repayment plan agreement terms are from 0 to 6 months, the Director 

of Accounting shall review the agreement for approval/denial.   

• The Director of Accounting shall review the recoupment payment plan  and: 

o When a denial is rendered, the Director of Accounting shall provide in writing to the 

ADFF the specific reasoning and solutions to resolve the overpayment. 

o When an approval is rendered, the Director of Accounting shall return the approval to 

the ADFF.   

o The ADFF will advise the Program Development Coordinator who will make contact 

with the over payee and offer options of the recoupment repayment plan agreement; 

upon receipt the signed (by the over payee) recoupment payment plan agreement, 

the ADFF and Director of Accounting will coordinate as to next steps and Accounting 

withholding the over payee’s subsidy etc.   

• When recoupment repayment plan agreement terms are 6 months and beyond, or is 

anything except a subsidy, the Director of Accounting shall review, and if in agreement, 

shall forward to the CFO for final review and CFO approval.   

o When an approval is rendered, the Director of Accounting or CFO will return the 

approval to the ADFF.   

o The ADFF will advise the Program Development Coordinator who will make contact 

with the over payee and offer options of the recoupment repayment plan agreement; 

upon receipt the signed (by the over payee) recoupment payment plan agreement, 

the ADFF and Director of Accounting will coordinate as to next steps and Accounting 

withholding the over payee’s subsidy etc.   

• Results of the approval/denials shall be provided to the ADFF of the determination.  
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• The ADFF will share the approval and recoupment payment plan to the Recoupment 

Coordinator (RC); the RC will contact the over payee for review and signature. Receipt of 

the signed recoupment payment plan shall occur from contact with the over payee.    

• When an over payee disputes the overpayment, the matter will be reviewed through the 

established NWFHN grievance process. 

• When an over payee is currently receiving payments and a recoupment payment plan 

needs to be established, NWFHN will recoup from their subsidy, and the over payee 

should not provide any other form of payment such as a check. 

 


