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DEBTOR
REQUEST
REQUESTOR CONTACT INFORMATION
DEBTOR INFORMATION
EMPLOYEE
PAYMENT SYSTEM
SUPPLIER
DEBT INFORMATION
INTEREST RATE ON INVOICE AMOUNT OUTSTANDING TO SET-OFF:
THE INVOICE AMOUNTS OUTSTANDING OWED TO THE PROVINCE AS A RESULT OF:
Add or remove Additional Invoice Amount Outstanding:
COLLECTION ACTIONS TAKEN (NEW REQUESTS ONLY)
1.  Was due diligence in collecting the outstanding invoice(s) amount performed?(Collection action should be progressive, starting with an invoice and continuing with aged monthly statements to keep debtors informed. Collection action may be supplemented with telephone calls and letters.)
2.  Has the debtor disputed the outstanding invoice(s) amount?
3.  Was written notice presented directly to the debtor with the intent to initiate a set-off?
4.  Was a third party demand initiated at the same time as this set-off request?
5.  Is the debtor a Crown Corporation or a public body of the Province?(Applicable to Suppliers only - If yes, attach evidence your office has consulted with the ministry responsible for the debtor.) 
6.  Is the debtor a trust?(Applicable to Suppliers only - If yes, attach a copy of legal opinion.)
7.  Has the debtor declared bankruptcy?(If yes, attach Certificate of Appointment of Trustee/Receiver and date of initial bankruptcy event.)
REDIRECT PAYMENT INSTRUCTIONS
SPECIFIC PAYMENT DETAILS
ACCOUNTING DISTRIBUTION
MINISTRY COMMENT
MINISTRY AUTHORIZATION
OFFICE OF THE COMPTROLLER GENERAL
I certify the requirements under the Core Policy and Procedures Manual and Section 38 of the Financial Administration Act have been fully complied with.
RECOMMENDED BY
APPROVED BY
Approved under authority of Section 38 of the Financial Administration Act.
Inter-Ministry Set-Off Request Instructions
Debtor: Select one item from the list:
o         Employee
o         Supplier
Request: Select one item from the list:
o         New: Required for each invoice amount outstanding including penalties and interest where applicable.
o         Amendment: Required to increase or decrease the invoice amount outstanding to set-off or Close Inter-MinistrySet-Off Request.
Requestor Contact Information:
i.         Ministry Name: Enter your ministry name.
ii.         Organizational Unit: Enter your organizational unit name.
iii.         Contact Name, Phone, FAX, Email: Enter your ministry contact's information. 
iv.         Request Date: Enter today's date.
v.         Request Review/Closed Date: Enter the closed date if applicable. If a closed date is not applicable, a review date (Request date plus one year) will be added automatically.
vi.         Ministry Reference #:  For ministry use only; enter a reference # to assist in locating supporting documents.
vii.          Set-Off Request #:                   
a.         New request: OCG use only; A unique number  will be assigned by OCG and emailed to the Contact email address after Inter-ministrySet-Off Request has been approved. The Set-Off Request # is required in all further communication with OCG for this request. 
b.         Amendment request: Ministry use only; Set-off Request #  is required to be entered by the ministry.
Debtor Information:
i.         Employee:
a.         Employee: Enter employee information including CAS supplier information, if applicable.
b.         Payment System: Select one item form the list. 
o         CHIPS: If employee is in CHIPSBC, check this box and enter the CHIPSBC ID in the Employee ID field.
o         Other: If employee is not in CHIPSBC, check this box and enter name of the other payment system in the text field (ie: BC Ambulance, Liquor Distribution Branch, and Legislative Assembly). Enter the employee Id in the Employee ID field.
c.         CAS Supplier Information: Enter CAS supplier name, supplier # and site code #, if applicable.
 ii.         Supplier:
a.         Enter CAS supplier name, supplier # and site code #.
b.         Enter RMS business number if known.
c.         Enter name of Other Payment System if applicable.
Debt Information:  (Multiple invoice amounts outstanding may be added)
i.         The invoice amount(s) outstanding owed to the Province as a result of: Select one item from the list:
o         Overdue invoice amount originated from  - Select from the list of values.
o         Advances  - Add comment where applicable.
o         Overpayment  - Add comment where applicable.
o         Other  - Comment required.
ii.         Invoice Number: Enter the invoice number issued to establish collection of debt.
iii.         Invoice overdue date: Enter the first day the debt became overdue.
iv.         Invoice amount outstanding to set-off: Enter invoice amount to set-off.
o         Amendment is required to reduce outstanding debt for monies received directly from the debtor.
o         When the invoice amount outstanding is zero, the Inter-Ministry Set-Off Request will be closed by OCG and the ministry contactwill be notified.
v.         Interest rate on Invoice Amount Outstanding to Set-Off: Interest rate to be applied against the Invoice Amount Outstanding;Select one item from the list:
a.         N/A
b.         As per FAA
c.         % - Enter interest Rate and term from list of values
vi.         Total Invoice Amount(s) Outstanding: Information use only. Identifies the total invoice amounts outstanding to set-off against this Debtor.
 
 
Collection Actions Taken (New Requests Only):
i.         Questions:
o         1 to 4 and 7 must be answered for new Inter-Ministry Set-Off Requests
o         5 and 6 must be answered for Inter-Ministry Set-Off Requests if debtor is a Supplier
o         If Yes to 5, attach evidence (i.e. an email) that your office has consulted with the ministry responsible for the debtor.  
o         If Yes to 6, attach a copy of the legal opinion stating the set-off action is acceptable.
o         If Yes to 7, provide the name of the Trustee/Receiver and the date of the initial bankruptcy event.
Redirect Instructions:
i.         What Payment: Select from the list of values what payment is to be redirected to your ministry.
ii.         How Often: Select from the list of values how often the payment is to be redirected to your ministry.
iii.         How Much: Select $ or % and enter amount of the payment to be redirected to your ministry.
iv.         Specific Payment Details: Use if Specific Payment selected.
a.         Reference Number: Enter the reference number (i.e. contract number).
b.         Start Date: Enter the start date from the reference number.
c.         End Date: Enter the end date from the reference number.
d.         Attachment Comments: Enter reference  information pertinent to this Inter-Ministry Set-Off Requests.
Accounting Distribution: Provide coding to OCG to redirect diverted payments to your ministry. 
a.         Client: Enter your 3-digit client code (example: 022 for Ministry of Finance)
b.         Responsibility Center: Enter your 5-digit responsibility center
c.         Service Line:  Enter your 5-digit service line number
d.         STOB: Enter your Accounts Receivable STOB `12XX'
e.         Project: Enter your 7-digit project number
 
Ministry Comment: Enter additional information that may assist the Comptroller General's decision for  approving this Inter-MinistrySet-Off Requests.
 
Ministry Authorization: 
i.         Type or Print Revenue Authority Name:  Enter the Revenue Authority's name.
ii.         Signature Revenue Authority:  Must be signed by the Revenue Authority.
iii.         Date (DD-MMM-YYYY): Enter date of approval.
 
Office of the Comptroller General:
i.         Office of Comptroller General use only.
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