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This worksheet can be used for reviewing audit work papers, evaluating bank policies, performing expanded procedures, and training, as appropriate. Complete only those sections of the worksheet that specifically relate to the issue being reviewed, evaluated, or tested, and retain those completed sections in the work papers.

When reviewing audit or evaluating bank policies, a “no” answer indicates a possible exception or deficiency and should be explained in the work papers. When performing expanded procedures, a “no” answer indicates a violation and should be explained in the work papers. If a line item is not applicable within the area you are reviewing, indicate “NA.”

Underline the applicable use: 	Audit	Bank Policies	Expanded Procedures

	Initial Action Upon Receipt of a Garnishment Order (31 CFR 212.4)
	Yes
	No
	NA

	1.	Does the financial institution, within two business days after receiving a garnishment order, review a garnishment order before taking any other action with regard to the order to ascertain whether the order is obtained by the United States or issued by a state child support enforcement agency?

If a garnishment order is obtained by the United States or issued by a state child support enforcement agency as indicated by an attached or included Notice of Right to Garnish Federal Benefits, does the financial institution follow its customary procedures to comply with the order?

If a garnishment order is not accompanied by a Notice of Right to Garnish Federal Benefits, proceed with the remaining examination procedures to determine whether the institution follows the requirements of 31 CFR 212.5 and 31 CFR 212.6
	
	
	

	Account Review (31 CFR 212.5)
	Yes
	No
	NA

	2.	Does the financial institution perform an account review:

· No later than two business days following receipt of both the garnishment order and sufficient information from the creditor to determine whether the debtor is an account holder; 

or

· By a later date permitted by the creditor in situations when the financial institution is served a batch of a large number of orders?

Note: The date must be consistent with the terms of the orders and the financial institution must maintain records on such batches and creditor permissions consistent with 31 CFR 212.11(b).
	
	
	

	Rules and Procedures to Protect Benefits (31 CFR 212.6)
	Yes
	No
	NA

	3.	Does the financial institution appropriately calculate and establish the protected amount for an account if an account review shows that a covered benefit agency deposited a benefit payment into an account during the lookback period (i.e., during the preceding two-month period as defined in 31 CFR 212.3)?
	
	
	

	4.	Does the financial institution refrain from charging or collecting a garnishment fee against the protected amount?
	
	
	

	5.	Does the financial institution refrain from charging or collecting a garnishment fee against additional funds deposited to the account after five business days past the account review date?
	
	
	

	6.	Does the financial institution follow its customary procedures for handling garnishment orders, including the freezing of funds, for any funds in an account in excess of the protected amount?
	
	
	

	7.	Does the financial institution cease to garnish amounts deposited or credited to the account following the date of account review?
	
	
	

	8.	Does the financial institution perform a one-time account review upon the first service of the order and only take action to freeze funds subsequently deposited or credited, if the institution is served with a new or different garnishment order consistent with the interagency regulation?
	
	
	

	Notice to the Account Holder (31 CFR 212.7)
	Yes
	No
	NA

	9.	Does the financial institution send a notice within three business days of account review to the account holder named in the garnishment order if (a) a covered benefit agency deposited a benefit payment into an account during the lookback period; (b) the balance in the account on the date of account review was above zero dollars and the financial institution established a protected amount; and (c) there are funds in the account in excess of the protected amount?
	
	
	

	10.	Does the notice include the following:
	
	
	

	· The financial institution’s receipt of an order against the account holder?
	
	
	

	· The date on which the order was served?
	
	
	

	· A succinct explanation of garnishment?
	
	
	

	· The financial institution’s requirement under the interagency regulation to ensure that account balances up to the protected amount specified in 31 CFR 212.3 are protected and made available to the account holder, if a benefit agency deposited a benefit payment into the account in the last two months?
	
	
	

	· The account subject to the order and the protected amount established by the financial institution?
	
	
	

	· The financial institution’s requirement pursuant to state law to freeze other funds in the account to satisfy the order and the amount frozen, if applicable?
	
	
	

	· The amount of any garnishment fee charged to the account, consistent with 31 CFR 212.6?
	
	
	

	· A list of the benefit payments subject to this part, as identified in 31 CFR 212.2(b)?
	
	
	

	· The account holder’s right to assert against the creditor that initiated the order a further garnishment exemption for amounts above the protected amount, by completing exemption claim forms, contacting the court of jurisdiction, or contacting the creditor, as customarily applicable for a given jurisdiction?
	
	
	

	· The account holder’s right to consult an attorney or legal aid service in asserting against the creditor that initiated the order a further garnishment exemption for amounts above the protected amount?
	
	
	

	· The name of the creditor, and, if contact information is included in the order, means of contacting the creditor?
	
	
	

	Record Retention (31 CFR 212.11)
	Yes
	No
	NA

	11.	Does the financial institution maintain records of account activity and actions taken in response to a garnishment order for at least two years from the date on which it receives the garnishment order?
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