
GARNISHMENTS/ 
EMPLOYEE DEDUCTIONS
HR Generalist Overview

HR Central Operations Section



Garnishments/Employee Deductions

Primary Contact: Laurie Conaway
Office Phone: (512) 486-5373

Secured Fax Line: (512) 486-5466
Email: hrd_garnishments@txdot.gov

Mailing Address:
Texas Department of Transportation

Attn: HRD-Garnishments
125 E. 11th Street

Austin, Texas 78701
Secondary Contact: Trina Scott-Smith

Office Phone: (512) 416-4641
Email: hrd_garnishments@txdot.gov
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How to Contact the Garnishment Section
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To ensure the Garnishment Section receives all correspondence, 
the designated HR Representative, Payroll, employee or any 
outside entity may use the following sources to contact the
Garnishment Section: email, fax, and/or First Class Mail.
1. Emails: hrd_garnishments@txdot.gov

2. Secured Fax: (512) 486-5466
or
3. Mailing Address:

Texas Department of Transportation
Attn: HRD-Garnishments
125 E. 11th Street
Austin, Texas 78701-2483

mailto:hrd_garnishments@txdot.gov


Definition--What is a Garnishment ?
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 A wage garnishment is any legal or equitable procedure through 
which some portion of a person’s earnings is required to be
held by an employer for the payment of a debt. The amount of 
pay subject to garnishment is based on an employee’s
“disposable earnings.”

Garnishment Examples: Child/spousal support, student loan 
repayment, tax levy and bankruptcy, which are all mandated and served 
by State, County, Federal government, or other third-party administrator.



Definition--Garnishment Terminology
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 Disposable Earnings: the amount left after legally required
deductions are made. Such deductions include federal, state, 
and local taxes, the employee’s share of State Unemployment 
Insurance, and Social Security. It also includes withholdings for
employee retirement systems required by law.

Deductions not required by law are those for voluntary wage 
assignments, union dues, health and life insurance, contributions to 
charitable causes, purchases of savings bonds, retirement plan 
contributions (except those required by law), and payments to employers 
for payroll advances or purchases of merchandise—usually may not be 
subtracted from gross earnings when calculating disposable earnings 
under the Title III of the Consumer Credit Protection Act (CCPA).



Definition--What is a Garnishment?
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 Employee Deductions are voluntary deductions that are elected
by the employee themselves such as, but not limited to: Texas
Public Employees Association (TPEA), Texas State Employees
Union, State Employee Charitable Campaign (SECC) or Texas
Tuition Promise Fund (TTPF).
Employees may cancel membership or participation at any time during the 

year and most employee deductions can be stopped by utilizing employee 
self-service. If employee self-service is not an option, please email 
hrd_garnishments@txdot.gov with your request to cancel membership 
and/or participation.

Even though one may cancel participation and/or change pledged 
donation amount for SECC or TTPF anytime during the year, enrollment is 
limited to its assigned Open Enrollment Period.

mailto:hrd_garnishments@txdot.gov


What is a Garnishment?
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 From time to time, for various reasons, a Hold Source Agency
will issue a “Hold” on an employee’s pay check. TxDOT cannot 
release the Hold. The employee must handle the Hold situation
with the appropriate Hold Source Agency. Employees whose
paycheck has been placed on Hold will be contacted by the
Financial Management Division (FMD) with instructions.

 Any overpayments made by the employee due to a Wage 
Withholding Order must be handled by the employee with the 
appropriate entity that issued the Wage Withholding Order.



What does a Garnishment look Like--Child Support?
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What does a Garnishment look Like--Child Support?
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Child Support Orders are received by the following methods:
1. The Office of the Attorney General,
2. Employee, and/or
3. County District Court.

Important Facts:
 Before our office can process a child support order, the Income Withholding for Support Order or

the Final Decree of Divorce must be certified with the appropriate State or Local entity. Any of the
two above-mentioned legal documents must contain a Case Number and Cause Number.  The
employee and/or their attorney can register the Order with the appropriate State or Local Entity.
Note: it is the employee’s responsibility to notify the appropriate State’s Office of the Attorney
General with any change regarding their employer, termination and/or child(ren) status.

 Our office is notified to terminate wage withholdings, by the receipt of a “Termination Withholding
Order” from the appropriate State or receipt of the employee’s Final Decree of                   Divorce,
which has been signed, sealed and dated by Judge. Without the receipt of the Termination
Withholding Order or the Final Decree of Divorce, we would not have knowledge to legally
terminate or reduce a wage withholding. If the employee submits to our attention the Final
Decree of Divorce as a chosen method to terminate or reduce a wage withholding, our office
would require the employee to provide the required documentation to support such action as
listed in the Final Decree of Divorce. Note: any overpayments made by the employee must be 
handled with the appropriate entity who issued the Wage Withholding Order.



What does a Garnishment look Like--Lump Sum Vacation?

Lump Sum Vacation Payment
Once an employee terminates employment with
TxDOT, our office will report that employee to the
appropriate State’s Office of the Attorney General
and/or the appropriate entity that issued a Wage
Withholding Order to determine if a final payment
should be deducted from the Lump Sum
Vacation Payroll.

The appropriate State’s Office of the Attorney
General or the appropriate entity that issued the
Wage Withholding Order, upon their receipt of 
our notification, will inform us if we are to honor 
the Wage Withholding Order deduction from the 
Lump Sum Vacation Payroll.
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What does a Garnishment look Like--Spousal Support?
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What does a Garnishment look Like--Spousal Support?
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Spousal Support Orders are received by the following methods:
1. The Office of the Attorney General
2. Employee, and/or
3. County District Court.

Important Facts:
Before our office can process a Spousal Support Order via the Final Decree

of Divorce, the Final Decree of Divorce must be signed, sealed and dated by
Judge.

The Order should include the following:
1. Obligor
2. Obligee
3. Effective date
4. Monthly amount to withhold, and
5. Either the grand total amount to be paid by the Obligor or provide the 

number of monthly payments to be made to the Obligee.



What does a Garnishment look Like--Student Loan?
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What does a Garnishment look Like--Student Loan?
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A Student Loan Repayment Request is received by the following
methods:

1. United States Department of the Treasury (Federal Government)
2. United States Department of Education (Federal Government), or
3. Third Party Administrator (TPA).

Important Facts:
1. One of the above-mentioned entities will attempt to notify the

employee by telephone and/or writing regarding the debt owed for 
their unpaid student loan. If ignored, a wage garnishment will be
sent to the employer.

2. The repayment amount is at 15% of the employee’s disposable
income.

3. Before a student loan garnishment can be terminated, our office 
must receive a Termination Withholding Order from one of the
above-mentioned entities.



What does a Garnishment look Like--Tax Levy?
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What does a Garnishment look Like--Tax Levy?

16

Important Fact:

An email notification is sent by our office to the employee and the appropriate HR Representative. Notification is time
sensitive. If ignored by the employee, our office is obligated to act based on the employer’s responsibility, which means we 
must process accordingly. If needed, we will engage the HR Representative to assist with communication to the employee.

Below is an sample email sent to the employee and the Benefits Coordinator. Please note, previous notification attempts to
the employee were made by the Internal Revenue Service (IRS). Because of no action or untimely action taken by the
employee, the IRS then submits the Tax Levy Garnishment to the employer.

Sample Email:

Respond by: Noon, Monday, December 19, 2016

The Human Resources Division has received the attached “Notice of Levy on Wages, Salary and Other Income.” We will 
process the levy beginning on the January payroll for February 1st payment date and all payrolls until we receive notice
from the IRS to release the levy. You will need to contact the IRS as soon as possible. The phone number for the IRS is 
1-214-413-6001, as noted on the levy.
If you are unable to make an agreement with the IRS; then you will need to complete and sign attached forms- Parts
3, 4 & 5 of the levy. Also, you will need to return the Exemption Form, Parts 3 & 4, to Laurie Conaway, Human Resources
Division by Noon, Monday, December 19, 2016. Once the forms are received, we will calculate how much you will take
home and the amount to be sent to IRS according to the chart included with the levy. If the IRS releases the levy, then
please have them to fax a “Release of Levy” to me by Noon, Monday, December 19, 2016.

Please note: If you do not contact IRS or fill out the exemption forms, you will receive a portion of your paycheck and the
remainder will be sent to the Internal Revenue Service.

Per the Texas Comptroller, TxDOT is unable to accept “IRS Payroll Deduction Agreements.”
If you have any questions, please contact me or your local Human Resources Representative. 

HRD-Garnishments fax number is 512-486-5466.



What does a Garnishment look Like--Bankruptcy?
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What does a Garnishment look Like--Bankruptcy?
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Bankruptcy Garnishment Orders are received by:
• The United States Bankruptcy Court (Federal)

Important Facts:
1. The Order provides the following:

a) Debtor (Employee’s Name)
b) SSN
c) Case Number
d) Chapter 13
e) Employer of the said debtor
f) Monthly deduction
g) Trustee’s name and mailing address, and
h) United States Bankruptcy Court Seal, date and signature of United States 

Bankruptcy Court Clerk.
2. The only way to cease/stop a bankruptcy withholding is for our office to receive 

a “Termination Withholding Order” from the appropriate United States
Bankruptcy Court.



What does a Garnishment look Like--Employee Deductions?
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 Employee Deductions—most employee deductions are voluntary 
and elected by the employee themselves, such as but not limited to: 
Texas Public Employees Association (TPEA) and Texas State 
Employees Union (TSEU), which can be joined anytime during the 
year. The employee may cancel membership at any time during the 
year via employee self-service.

 To join, the employee must complete and submit a TPEA’s OnLine 
application or mail TSEU’s application to the address listed on 
application. Important: TPEA’s monthly fee is a set fee; whereas, 
TSEU dues are on a sliding scale based on salary. Note: If you enroll 
via employee self-service, you still must submit an application to 
either TPEA and/or TSEU.

TPEA: http://www.tpea.org
TSEU: http://www.cwa-tseu.org/

http://www.tpea.org/
http://www.cwa-tseu.org/


What does a Garnishment look Like--Employee Deductions?
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What does a Garnishment look Like--Employee Deductions?
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 Employee Deductions—most employee deductions are voluntary 
and elected by the employee themselves, such as State Employee 
Charitable Campaign (SECC) or Texas Tuition Promise Fund 
(TTPF). Employees may cancel participation and/or change 
pledged donation amount in the SECC or TTPF anytime during the 
year; however, enrollment is limited to its assigned Open 
Enrollment Period.

 Important: an employee may call or submit in writing to cancel 
TTPF membership, but they will still need to contact the 
Garnishment Section via email at HRD_Garnishments@txdot.gov
to stop payroll deductions from occurring. Any refunds owed to 
the employee will be processed and issued to the employee by 
TTPF .

mailto:HRD_Garnishments@txdot.gov


What does a Garnishment look Like--Employee Deductions?
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Processing Time Line for Garnishments/Employee Deductions

The Payroll Calendar is provided and 
maintained by Financial Management 
Division (FMD) and used by our office as 
a tool to process garnishments/employee 
deductions received in our office. FMD 
will note on the calendar the date when 
no more monthly pay changes can be 
entered into PeopleSoft. Garnishment 
notices received after that date will be 
processed the following month.

**Subject to Change due to Business Needs
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Garnishments/Employee Deductions

Primary Contact: Laurie Conaway
Office Number: (512) 486-5373

Secured Fax Line: (512) 486-5466
Email: hrd_garnishments@txdot.gov

Mailing Address:
Texas Department of Transportation

Attn: HRD-Garnishments
125 E. 11th Street

Austin, Texas 78701
Secondary Contact: Trina Scott-Smith

Office Phone: (512) 416-4641
hrd_garnishments@txdot.gov
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