Sample Letter 14


Employee Notification 

Pre-decision Meeting Outcome

Memorandum

To:


<EMPLOYEE NAME>

From:


<APPOINTING AUTHORITY>

Date:



Subject:
Notice of Results of Pre-decision Meeting 




<EMPLOYEE SSN>




<DEPARTMENT NAME>




<ALLOTMENT CODE>

On (DATE OF NOTIFICATION OF PRE-DECISION MEETING LETTER), you were mailed a letter from <THE AGENCY PAYROLL OFFICER> informing you that <YOU WERE OVERPAID OR YOU OWED THE STATE FOR FAILURE TO RETURN STATE FUNDS AND / OR PROPERTY>.  The letter specified the details of this issue and you were given an opportunity for a Pre-decision Meeting to take place on <DATE OF PRE-DECISION MEETING> regarding the payroll deduction resulting from the failure to repay the overpayment or return state funds and /or property.

On <DATE EMPLOYEE CONTACTED AGENCY PAYROLL OFFICER> you informed the Agency Payroll Officer that you chose to <WAIVE THE RIGHT TO OR PARTICIPATE IN> the Pre-decision Meeting.

<IF THE EMPLOYEE CHOSE TO WAIVE THE PRE-DECISON MEETING, STATE THE FOLLOWING: "AS YOU WERE INFORMED IN THE PRE-DECISION MEETING LETTER, THE PRE-DECISION MEETING IS NOT MANDATORY, BUT 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.">

<IF THE EMPLOYEE CHOSE TO PARTICIPATE IN THE PRE-DECISION MEETING, SUMMARIZE THE INFORMATION PRESENTED AT THE MEETING.>

After reviewing all the information provided, I find that <STATE THE DECISION, FOR EXAMPLE, A PAYROLL DEDUCTION BE MADE TO REPAY THE OVERPAYMENT OR DEBT OWED, DEDUCTION WILL BE REDUCED TO A CERTAIN AMOUNT, OR NO DEDUCTION BE MADE.>
cc:  Office of the Comptroller of the Treasury Division of State Audit

       Technical Services Division of the Department of Personnel

        F & A Payroll


