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	March 31, 2025

	Jane Smith
123 Main Street
Fairfax, VA 23456



Hello Jane,

[bookmark: Text2]Please note you are receiving this letter because {insert reason for repayment (ex: you have a sign-on bonus repayment obligation), which must be recovered per company policy.

Please note that for repayments of taxable wages earned in a prior year, we can provide you with a credit for Social Security (as applicable) and Medicare taxes withheld for these wages. Please sign and return the attached confirmation indicating that you will not attempt to claim a refund or credit of the over-collected social security and Medicare taxes associated with this adjustment for tax year <insert year>.

Also, wages paid in a prior year remain taxable to you for that year. This is because you received and had use of those funds during that year. You may refer to “Repayments” in IRS Publication 525 for more information.

[bookmark: Text3]The total amount to be repaid is {enter repayment amount (ex: $14,782.50). To repay this amount, please send a check made payable to Payroll Corporation to the following address:

Payroll Corporation
Attn: Payroll
987 Cedar Street
Fairfax, VA 23456

If you have any questions or comments, please feel free to contact me via e-mail or phone using the contact information listed below.

Sincerely, 


Sally Jones, CPP
Payroll Manager
Payroll Corporation
987 Cedar Street | Fairfax, VA 23456
T: + 1 800 555 5555 (Press 1 for Payroll)
F: + 1 703 555 5558
PayrollDept@payrollcorporation.com

Repayment Amount
[bookmark: Text5]{copy and paste repayment calculation provided by Payroll Manager here}
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