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INTRODUCTIONS 
• Who is Business Office? 
• Who is Finance? 
• What role do you contribute to the refund process? 
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REFUND TERMINOLOGY 

Acronyms Meaning 

AR Accounts Receivable 

BETC Business Event Type Code 

BO Business Office 

BOC Bill of Collections 

CAN Common Accounting Number 

CIR Collections Information Repository 

DFM Division of Financial Management 

DM Debt Management 

DOS Date of Service 

EFT Electronic Funds Transfer 
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REFUND TERMINOLOGY (Cont.) 

Acronyms Meaning 

FBIS Financial Business Intelligence System 

IPAC Intra-Government Payments and Collections 

PSC Program Support Center 

RA Remittance Advice 

RPMS Resource and Patient Management System 

SSN Social Security Number 

TAS Treasury Accounting Symbol 

TDN Treasury Deposit Number 

UFMS Unified Financial Management System 

VA Veterans Administration 
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TOPIC OUTLINE 
• Refunds 
• Refund Types & Procedures 
• SF-1034 Refund Request 
• Area Responsibilities 
• Checklist 
• Refund Matrix 

5 



 
          

        
          

 

 

REFUNDS 
PURPOSE 

To provide a clear, concise and universal procedure for Navajo Area 
Division of Financial Management personnel and Service Unit 
Business Office and Finance Departments within the Navajo Area on 
processing third party refund requests utilizing the Standard Form 
1034 (SF-1034). 
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REFUNDS 
SCOPE 

This procedure will apply to Navajo Area Division of Financial 
Management, Service Unit Business Office, and Service Unit Finance. 

RESPONSIBILITY 
The Service Unit Business Office Managers, Service Unit Finance 
Officers and Navajo Area Accounting Officer are responsible for 
ensuring that these procedures are adhered to by their respective 
employees involved in this process. 
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REFUND TYPES 

REFUND TYPES: There are generally six (6) types of refunds that may 
need to be processed by the Service Unit Business Office and 
Finance or by Navajo Area Finance 
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REFUND TYPE I 
Type I: A Service Unit’s Finance collection agent receives a check or
electronic deposit (hereafter referred to as a deposit item(s)) that is
not for their Service Unit. 
Type I Procedure: 
The Service Unit Finance collection agent will contact the NADFM
accountant and inform them of the erroneous deposit. The NADFM 
accountant will contact PNC and request a debit voucher be
initiated. Once PNC issues the debit voucher and it is processed
through Treasury, the NADFM accountant will reconcile both entries. 
SF-1034 is not required. 
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REFUND TYPE II 
Type II: A Service Unit’s Finance collection agent receives a deposit 
item(s) and includes that deposit item(s) in their collection batch. 
However, during the Service Unit’s Business Office posting process 
it’s determined that the deposit item(s) is not for their Service Unit. 
This may be for an entire deposit item(s) amount or just a portion of 
the deposit item(s) amount (sometimes referred to as a batch item). 
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REFUND TYPE II 
Type II Procedure: 
The Service Unit’s Finance collection agent included this deposit 
item(s) in their collection batch; therefore, the Service Unit’s
Business Office needs to post the deposit item(s) to the un-allocated
cash account in RPMS. 
For amounts posted to the unallocated cash account in RPMS, the
Finance Accounts Receivable (AR) Transaction/Adjustment user will
create a UFMS AR invoice by fiscal year. The Finance AR Receipt
Entry user will post the unallocated amount to that invoice to fully
reconcile the Treasury Deposit Number (TDN). 
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REFUND TYPE III 
Type III: A Service Unit’s Finance collection agent receives the 
deposit item(s) and includes these deposit item(s) in their collection 
batch.  The Service Unit’s Business Office then posts those payments 
in RPMS against patient bill account(s). The third party then requests 
a refund of this payment for a variety of reasons, i.e. patient 
ineligible on date of service, duplicate payment, etc. 
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REFUND TYPE III 
Type III Procedure: 
The Service Unit’s Finance collection agent included this deposit 
item(s) in their collection batch; therefore, the Service Unit’s 
Business Office needs to post the deposit item(s) to the RPMS 
patient bill account(s). 
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REFUND TYPE IV 
Type IV: Area Finance receives an Intra-Government Payment and
Collection (IPAC) from Program Support Center (PSC) for a debtor’s
account and notices the debt has been fully satisfied and there are
no additional accounts to apply the collection to, the principal, the
interest, the penalty interest and the administrative fees have all
been satisfied.  The Area sends the IPAC collection to the Service 
Unit’s Finance collection agent. The collection agent batches the 
IPAC. During the Service Unit’s Business Office posting process it is
determined that the Debtor’s accounts have all been fully paid 
therefore, the Business Office will need to issue a refund to the
Debtor. 
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REFUND TYPE IV 
Type IV Procedure: 
The Service Unit’s Finance collection agent included this deposit 
item(s) in their collection batch; therefore, the Service Unit’s
Business Office needs to post the deposit item(s) to the RPMS 
patient account or to the un-allocated cash account in RPMS. 
For amounts posted to the unallocated cash account in RPMS, the
Finance Accounts Receivable (AR) Transaction/Adjustment user will
create a UFMS AR invoice by fiscal year. The Finance AR Receipt
Entry user will post the unallocated amount to that invoice to fully
reconcile the Treasury Deposit Number (TDN). 
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REFUND TYPE V 
Type V: Debt Management – the Navajo Area Division of Financial 
Management (NADFM) accountant receives the IPAC collection batch 
from the PSC and within the batch there is a recoupment of funds for 
a Debtor. 
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REFUND TYPE V 
Type V Procedure: 
PSC has returned a garnishment to a Debtor which was sent to the 
Area in a previous IPAC collection.  This could be due to the debtor 
disputing their garnishment.  The reversed collection is sent to the 
Service Unit to batch and apply to the Debtor’s account. 
Schedule/IPAC# and date of IPAC is provided to the Service Unit. 
Debt will continue to be collected via Treasury. 

SF-1034 is not required. 
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REFUND TYPE VI 
Type VI: Debt Management - The NADFM accountant receives an IPAC 
from PSC which includes a collection that belongs to another Area. 

Type VI Procedure: 

The Area receives the IPAC collection from the PSC and within the batch 
there is a Debt collection that does not belong to the receiving Area.  The 
Area DFM informs PSC and per PSC’s instructions will either request the 
area to create an IPAC disbursement or PSC will create the IPAC 
disbursement to refund the collection to PSC. 

SF-1034 is not required. 
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SF-1034 REFUND REQUEST 
Type II, III, IV 
The Service Unit’s Business Office will then initiate the refund 
request by printing the RPMS History Report (if posted to a patient 
account), or by printing the unallocated refund letter from RPMS and 
attaching the Business Office related supporting documents (see 
“SUPPORTING DOCUMENTS” section later in this document).  The 
Service Unit’s Business Office will then forward these documents to 
their Finance department. 
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SF-1034 REFUND REQUEST 
Type II, III, IV (Cont.) 
The Service Unit’s Finance department will use the RPMS refund 
letter to retrieve the Finance related supporting documents (see 
“SUPPORTING DOCUMENTS” section later in this document).  Once 
the Service Unit’s Finance department verifies that all supporting 
documents are attached, they will prepare a SF-1034 (see Exhibit B). 
The Finance department will then send the refund request by 
interoffice mail or hand deliver to the NADFM accountant. 
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STANDARD FORM (SF-1034) 

21 



    
          

  
         

          
         

        
 

 

AREA RESPONSIBILITIES 
Type II, III and IV 
The NADFM accountant will log in the refund request on an Excel
worksheet log 
Refund requests received that lack supporting document(s) will be

returned to the Service Unit’s Finance department by the NADFM
accountant, along with a memo stating the reason(s) for the return, 
OR 
Refund requests received that contain all the supporting

documentation will be reviewed in more detail. 
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AREA RESPONSIBILITIES 
The NADFM accountant will perform a more intense audit of the refund
request documents received to validate the issuance of a refund payment
to the third party payee.  At this time, the NADFM accountant will verify
that the third party payee is setup as a supplier in UFMS.  For unidentified 
suppliers in UFMS, the NADFM accountant will request from the Service
Unit’s Finance department a copy of the IRS Form W-9 (Exhibit A)
completed by the third party payee to have the payee added to UFMS by
the opDiv Supplier Maintenance Team.  If for any reason the NADFM
accountant needs to return a refund request to the Service Unit’s Finance
department, a memo stating the reason for the return will be attached to
the refund request. 
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FORM W-9 
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FORM W-9 (Continued) 
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AREA RESPONSIBILITIES 
Otherwise, the NADFM accountant will provide signature approval 
and assign a SF-1034 requisition number in the following format 
“XXXX-1034-###” (where XXXX = the fiscal year, and ### = sequential 
number).  This number is for tracking purposes. 
Once completed, the SF-1034 and supporting documentation will be 

forward to the NADFM accounting officer (or delegated personnel) 
for review and signature approval. The NADFM accounting officer 
will have final approval on all refund requests, prior to payment 
entry into UFMS by the NADFM accountant. 
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AREA RESPONSIBILITIES 
The signed SF-1034 form will be returned to the NADFM accountant 
by the NADFM accounting officer, the refund request will be entered 
into UFMS for payment with a due date of 1-2 days from the present 
date. All refund requests are paid by check, with the exception of 
current employees who have the option of receiving payment 
electronically. 
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AREA RESPONSIBILITIES 
When the refund payment is entered into UFMS a voucher number 
(unique payment identifier number generated by UFMS) will be 
given. This voucher number, the payment batch, and the payment 
check number will then be sent through secure email to the Service 
Unit’s Business Office Manager, Finance Officer and members under 
the distribution groups NAVBUSINESSOFFICEMANAGERS@ihs.gov 
and NAVFinanceOfficers@ihs.gov. 
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AREA RESPONSIBILITIES 
The Service Unit’s Business Office and/or Finance department can 
use this voucher number to check the status of the refund payment. 
This can be done by logging into UFMS•clicking on the “IHS 
Payables Inquiry” responsibility•Click on “Invoices”• Click on 
“Inquiry”• Click on Invoices”•then enter the voucher number in 
the voucher field on the “Find Invoices” screen•click “Find”.  The 
invoice screen will appear. 
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AREA RESPONSIBILITIES 
You can print out the attachments for the refund payment, which 
will contain the signed SF-1034 form.  Also on the menu bar under 
Tools•View Invoice Overview, the Invoice Overview screen will 
appear. Toward the bottom of the screen (see screen shot below), 
you will find important information pertaining to that specific refund 
payment, including the Paid By and Paid On fields. 
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AREA RESPONSIBILITIES 
The “Actual Payments” Paid By and Paid On fields are filled. The 
Service Unit’s Business Office should post the refund against the un-
allocated cash account in RPMS. For refunds that were posted to a 
RPMS Account, the Service Unit’s Business Office should post the 
refund utilizing the RPMS menu option, AR • PST • REF, and adjust 
the account accordingly. This would bring to a close the refund 
request process. 
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NOTE: Duplicate payments will have two (2) sets of documents. 

CHECKLIST 
Document/Information Required 

1. SF 1034 

Service Unit 
Business 

Office 

Service 
Unit 

Finance 

Type 
II IV 

X 

X2. Letter from third party payee requesting the refund OR Letter from BOM 
requesting the refund X 

3. Collections Information Repository (CIR) Report related to the Treasury 
Deposit Number 

X X 

4. RPMS Collection Batch report(s) related to deposit item(s) XX 

5. Deposit item(s) (check) received by Service Unit X X 

6. EOB(s) received by Service Unit related to deposit item(s) XX 

7. RPMS History Report and/or RPMS unallocated refund letter showing where 
the payment was posted X X 

8. TDN Reconciliation worksheet (CIR AR Receipts Register) showing the TDN 
was fully accounted for in UFMS 

X X 
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REFUND MATRIX 
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VETERANS ADMINISTRATION REFUND 
GUIDANCE 

• Single Refund 
• Mass Refund 
• Required Documentation 

◦ Business Office and Finance 
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VA SINGLE REFUND 
Business Office (BO) discovers an overpayment and begins the 
refund process by providing the following information: 

1. VA Bill of Collections 

2. Claim Form (Form-1500 or UB-04) 
3. VA Remittance Advice 
4. TDN Reconciliation – Provided by Finance 
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VA SINGLE REFUND (VA BOC) 
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VA SINGLE REFUND (CLAIM FORM) 
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VA SINGLE REFUND (CLAIM FORM) 
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VA SINGLE REFUND 
(TDN RECONCILIATION) 

39 



   

 

VA MASS REFUND SPREADSHEET 

40 



   
   

     
 

    

 

VA REFUND (AREA FINANCE) 
Area Finance will 

1. Audit the refund request documentation 
2. Fill-out an IPAC Request Form and submit it to the IPAC 

Accountant using the following TAS/BETC: 
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VA REFUND (IPAC SAMPLE) 
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VA REFUND (IPAC SAMPLE) 
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VA REFUND (AREA FINANCE) 
3. Contact the VA Point-of-Contact and ensure all 
required documentation is supplied to the
appropriate department for processing and refund
details emailed through sercure data transfer 
Department of the VA V20NPC-IHS 
1601 E 4th Plain Blvd. 
Vancouver, WA 98661 
4. Email the Service Unit BO and Finance staff the 
IPAC Details for reference 
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QUESTIONS? 
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Marion Kelley-Jim, Accountant 
(928) 871-1316 Marion.Kelley-Jim@ihs.gov 
Indian Health Service, Navajo Area, Division of Financial 
Management 

Angie Clark, Lead Accounts Receivable 
(505) 368-6045 Angie.Clark@ihs.gov 
Indian Health Service, Northern Navajo Medical Center 
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