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Date

File:
Emp Name


Employee # 

Name

Address

City, State  ZIP

Dear  :

Upon auditing our records, we find that you were overpaid $_________ for the month (s) of ______________.  This resulted from ​​​​​​​_______________________________________________________.Unfortunately we were not made aware of this until after that check had been generated and released to you on the pay date of _______________.

Please remit $______________  by personal check made payable to U.C Regents and send it as follows:





Administrator Name





University of California at Berkeley





Address





Berkeley,  CA  94720-XXX

Please refer to IRS Publication 525, pg 28-29.    Please contact XXXXXXX at XXXXXXXXX if you have any further questions.










Sincerely,










Payroll Specialist



Revised 5/23/2011
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