[Date]

Dear [Employee],

A salary overpayment has been identified on a previous pay period and has been submitted to University Payroll & Benefits for processing.  University Payroll & Benefits will send you notification of the overpayment along with the collection process needed to satisfy this debt.  Please feel free to contact us if you need more information.

Thank you for your cooperation in resolving this matter quickly.

Sincerely,

[the unit/department]

