Letter A	


{Agency Letterhead}


{AddressBlock}


{Today’s Date}


RE:  Notice Regarding Outstanding Claim 

Dear {Employee Name}:

[bookmark: _GoBack]This notice serves to advise you that during your employment with {Agency Name}, you received an overpayment of wages.  The overpayment occurred on {Paydate} when you were compensated for {Reason for overpayment}.  Due to this error, you were overpaid by ${Amount}.  Unearned payments to employees are prohibited by Article 7, Section 14 of the Louisiana State Constitution, which prohibits the donation of public funds. As a result, we are required to collect this money as debt owed to the State of Louisiana until the debt is paid in full.

Repayment is due within 60 calendar days from the date of this notice or your debt will be turned over to the Office of Debt Recovery (ODR) and its joint partners, the Louisiana Department of Revenue and the Louisiana Office of the Attorney General for collection.  In accordance with Revised Statute 47:1676 (E), an additional collection fee of up to 25% may be added to your current debt.  A claim will be filed with the UNITED STATES TREASURY OFFSET PROGRAM. All payments “eligible for offset” will be seized, up to the amount of your debt plus any additional fees.

Total amount owed: $______________________ at this time.

To avoid additional collection fees, send payment in full within 60 calendar days of the date of this notice.  If payment is not received in the next 60 days, the debt will be considered final with no further administrative review. Make your check or money order payable to {Department of ABC}.  Mail payment to:

			{Department of ABC}
			{Address}
			{Address}


If you have questions regarding this matter, or if you dispute this claim, contact me at (xxx) xxx-xxxx. 

Thank you for your prompt attention.


Sincerely, 



Payroll Department/Human Resources Department
Enclosure
