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1. PURPGSE

To establish Marshall Space Flight Center (MSFC) policy,
authority, and procedures to take actions related to advances in

pay.

2. APPLICABILITY

This Directive governs advances in pay to persons newy appoi nted
to career and career-conditional positions at MSFC, including
off-site | ocations.

3. AUTHORITY

a. NPD 3000.1, “Managenent of Human Resources”

CFR 550. 204

CFR 550. 205(b)

CFR 550. 206

5
5
5

e. 5 U S C 5524a
5 U S C 5514
5 CFR 550, Subparts B and K
5 CFR 550. 202

4. APPLI CABLE DOCUMENTS

None

5. REFERENCES

None

6. DEFI NI TI ONS

Newl y appoi nt ed.

« The first appointnent, regardless of tenure, as an enpl oyee of
t he Federal Governnent; or

* A new appointnent following a break in service of at |east 90
days.
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* A permanent appointnent in the conpetitive service followng a
period of |leave without pay for at |east 9 days received after
term nation of enploynment in a cooperative work-study program
under a schedul e B appoi ntnment nade in accordance with
5 CFR 213-3202 provi ded such enpl oyee has fully repaid forner
advances in pay under 5 CFR 550. 206.

O fset.

* Repaynent in installnents of an advance in pay by payroll
deductions or an adm nistrative offset under Subpart K of 5
CFR 550 to collect debt under 5 U S.C. 5514 from an i ndebted
Gover nnent enpl oyee.

7. POLICY

Advances in enployee pay will be considered when requested on
MSFC Form 4322 (Enpl oyee Pay Advance) by a newly appointed

i ndi vidual. Consideration will be given to the financial burden
pl aced on the enployee in relocating to a new geographic area
when such expenses are not covered by authorized Federal travel
regul ati ons, or other appropriate circunstances. Advances shal
be subject to the foll ow ng:

a. Advances shall be limted to not nore than 2 pay periods and
shal |l be based on the rate of basic pay to which the enployee is
entitled on the date of his or her new appointnent with MSFC. It
shal | be reduced by the anpunt of any allotnents or deductions
that would normally be deducted fromthe enployee’ s first regular
paycheck

b. Advances in pay may be made no earlier than the date of
appointment with MSFC and no | ater than one full pay period after
t he enpl oyee enters on duty.

c. Repaynment will be within 14 full pay periods (28 weeks) under
NASA' s procedures for payroll deductions. To the extent

possi ble, full repaynent will be nmade by the end of the cal endar
year in which granted.

d. Repaynent may be waived in whole or in part by the Center
Director under 5 U. S.C. 5524a and 5 CFR 550. 206 when he or she
determ nes that recovery would be against equity and good

consci ence, or against public interest such as death of enployee,
term nation other than for cause, or other appropriate

ci rcunst ances.

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives. htm
VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




Marshal | Policy Directive
CDO1

Advances in Enpl oyee Pay MPD 3550. 1 Revi si on: Baseline

Dat e: Page 5 of 6

e. The enpl oyee may prepay all or part of the balance of the
advance paynent at any tine before the noney is due. Prepaynent
nmust be made by certified check to RS10/NASA Payroll and Center
Personnel Services Ofice.

f. The enpl oyee to whom advanced paynent has been made shal
sign a statenent agreeing to the terns of repaynent:

(1) To repay to the Federal CGovernnent the full anmount of the
advance in pay.

(2) To repay the amount due should he or she transfer to another
agency or term nate enploynent with MSFC for any reason; and

(3) Acknow edgi ng that any anount of the renaining bal ance of

t he advance in pay that has not been repaid by the enpl oyee on
transfer or termnation will be recovered by salary offset under
Subpart K, 5 CFR 550.

8. RESPONSI BI LI TI ES

a. Authority to approve advances in enployee pay rests with the
Director, MSFC. No further re-delegation is authorized.

b. The Director, MSFC, may waive in whole or in part a right of
recovery of an advance paynent under 5 U. S.C. 5524a and 5 CFR
550, Subparts B and K, if he or she determ nes that recovery
woul d be agai nst equity and good consci ence or against the public
interest such as death of the enployee, enployee disability, or
term nation other than for cause.

c. The Ofice of Chief Financial Oficer is responsible for
advanci ng pay and adm ni stering repaynent policy upon approval by

the Center Director and notification by the Human Resources
Depart nent .

9. RECORDS

MSFC Form 4372 (Enpl oyee Pay Advance) is maintained for a period
of three years by the Ofice of Chief Financial Oficer, NASA
Payrol |l and Center Personnel Services Ofice.

10. MEASUREMENT

None
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11. CANCELLATI ON

Advances in Pay Policy Meno dated July 2, 1999

Oiginal Signed by

A. G Stephenson
Di rector
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