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NAME
ADDRESS

DATE

Dear NAME,

I am writing to you today with regards to the matter we discussed on DATE. This conversation outlined the need for the company to apply a deduction due to REASON.

As agreed the deduction will be applied on DATE in the form of METHOD OF DEDCUTION.

[bookmark: _GoBack]If you have any queries about the details above, please contact me on NUMBER/EMAIL.

Yours Sincerely,
NAME
POSITION

	



image1.emf
 

HR & Member Services  


