


Appendix 2 
Strictly Private and Confidential Without Prejudice 
<Name> 
<Address> <Date> 
Dear <Name> 
Overpayment of Salary 
Thank you for attending the meeting on <Date>, I am writing to inform you of the actions agreed regarding the overpayment which has been made to you between <Date> to <Date>. 
<Insert agreed actions for repayment>. 
Please note if you leave the Trust before the overpayment has been paid back in full then the remaining money with be deducted from your final salary payment. 
There are two copies of this letter enclosed, please sign and return one and retain the second for your records. 
Should you have any queries regarding the content of this letter please do not hesitate to contact me on<Phone Number>. 
Yours sincerely 
<Name> 
....................................................................................................................................... 
I have read the above information and agree with the actions outlined. 
Signed ............................................... Date ....................................................... 
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