Sample Letter 12


Employee Notification of Payroll Deduction

For Recovery of Employee Debt

Pre-decision Meeting Date

(Employee Terminates Without Notice)

Memorandum

To:


<EMPLOYEE NAME>

From:


<AGENCY PAYROLL OFFICER>

Date:



Subject:

1)   Return of State Property Request

2) Notification of Payroll Deduction for Recovery of Employee Debt due to Failure to Return State Property

3)   Notice of Pre-decision Meeting Appointment Date




<EMPLOYEE SSN>




<DEPARTMENT NAME>




<ALLOTMENT CODE>

You were issued state property in the course of your employment that we are requesting you return immediately due to your termination of employment with state government.

If you return the items listed on the attached Payroll Deduction Authorization by <FOUR CALENDAR DAYS FROM ABOVE DATE if employee terminates without notice>, you will receive your full payroll check.

This memorandum serves as notification of a payroll deduction to your final check due to the outstanding debt owed the State of Tennessee for failure to return the property.  The deduction will be $< TOTAL AMOUNT OF FUNDS AND / OR COST OF PROPERTY LISTED ON THE PAYROLL DEDUCTION AUTHORIZATION>.

If you disagree with the amount listed on the attached Payroll Deduction Authorization, you have the right to an immediate Pre-decision Meeting with a person who has direct access to the agency appointing authority for this purpose.

The Pre-decision Meeting is scheduled for <DAY, DATE, AND TIME OF PRE-DECISION MEETING SHOULD BE BEFORE THE CALCULATE DEADLINE OF NEXT PAYROLL> at <LOCATION OF PRE-DECISION MEETING>.  Please contact me immediately at  <AGENCY PAYROLL OFFICER TELEPHONE NUMBER> to confirm your attendance.


cc:  Office of the Comptroller of the Treasury Division of State Audit

       Technical Services Division of the Department of Personnel

        F & A Payroll


