



Appendix 1 
Strictly Private and Confidential Without Prejudice 
<Name> 
<Address> <Date> 
Dear <Name> 
Overpayment of Salary 
I am writing to inform you that you have been overpaid by the amount of £XX.XX for the period <Date> to<Date>. 
The reason for this overpayment is due to <Reason>. 
A meeting has been arranged on <time>, <date> in <venue> to discuss the recovery of this overpayment with me in accordance with the Trust Overpayment Policy and Procedure. You are encouraged to bring your Trade Union Representative or a Work Colleague with you. Please could you ring me on ext.< xxx> to confirm your attendance. 
A member of the Workforce Team may also be present at this meeting. 
A copy of the Overpayment Policy and Procedure is enclosed for your information. Yours sincerely 
<Name> 









