Sample Letter 13


Employee Notification of Pre-decision Meeting 

Memorandum

To:


<EMPLOYEE NAME>

From:


<AGENCY PAYROLL OFFICER>

Date:



Subject:
Notice of Pre-decision Meeting




<EMPLOYEE SSN>




<DEPARTMENT NAME>




<ALLOTMENT CODE>

You were issued state property in the course of your employment that we are requesting you return immediately <BECAUSE OF YOUR TERMINATION OF EMPLOYMENT WITH STATE GOVERNMENT OR AT YOUR AGENCY’S REQUEST.>  OR You were overpaid <STATE THE AMOUNT, TIME PERIOD, AND REASON>.

You were notified at the time of issuance that if you return the items listed on the attached Payroll Deduction Authorization by <ONE BUSINESS DAY AFTER THE LAST DAY OF EMPLOYMENT IF EMPLOYEE GIVES NOTICE OR WITHIN 3 BUSINESS DAYS OF AGENCY’S REQUEST>, you would receive your full payroll check.  Otherwise, a payroll deduction would be made to your paycheck due to the outstanding debt owed the State of Tennessee for failure to return the property.  <Remove this paragraph if notification is due to wage overpayment.  >

You have requested a Pre-decision Meeting with a person who has direct access to the agency appointing authority for this purpose because <EMPLOYEE’S REASON>.

The pre-decision meeting is scheduled for <DAY, DATE, AND TIME OF PRE-DECISION MEETING SHOULD BE BEFORE THE CALCULATE DEADLINE OF NEXT PAYROLL> at <LOCATION OF PRE-DECISION MEETING>.  Please contact me immediately at  <AGENCY PAYROLL OFFICER TELEPHONE NUMBER> to confirm your attendance.

The Pre-decision Meeting is not mandatory, however if you decline this opportunity to have this discussion or present information, the provisions and intent of your employee rights to minimum due process will have been met and the payroll deduction will be made to your final check for failure to return the property.

cc:  Office of the Comptroller of the Treasury Division of State Audit

       Technical Service Division of the Department of Personnel

        F & A Payroll







