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To:	                  	 

From:	                  	 
		
Subject: 	Overpayment and Recovery Notice


Good Morning,

It has been brought to our attention that there has been an overpayment during the payroll        period into your account. This letter is to inform you of the stipend for the              was issued to you in error.  According to our guidelines we must recover these overpaid funds immediately.  Please select the method below that will best suit your preference for recovery.


· Method 1:                       
· Method 2:                        

Please respond to this letter by email no later than                         to let us know how you prefer to repay these funds.  If a response is not received by the date stated in this correspondence, then we will have to recover the total amount at one time from your                            paycheck. We thank you in advance for your cooperation.  

Thanks,
(Campus or Departments Name )
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