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Overpayment of salary: single payment
Private and confidential
[Insert name and address]
[Insert date]

Dear [insert name],

Overpayment of salary: single payment
We are writing to confirm that we overpaid you by [insert amount] on [insert date].
Please check your recent payslip. You will see the net amount we paid in error. This happened because of an administrative mistake. We will take steps to stop this happening again.
The overpayment was a small amount. We propose to recover it in a single deduction from your salary. We will show this on your payslip in [insert month and year].
Your contract of employment allows us to make this deduction if we overpay you.
We apologise for the inconvenience. Thank you for your patience. Please contact me if you want to discuss this letter.

Yours sincerely,

[Insert name]
[Insert job title]
For advice from an HR professional at Breathing Space HR, call 07951 534318 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
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