Template A – Letter to employee (no salary overpayments outstanding)
[Date]

[Insert employee name]

[insert address]

Dear [name]

Reimbursement of laptop program contributions
The school has conducted a review of the laptop programs operating since 1 July 2009 and has determined that your salary deductions should be repaid to you. 

Based on our assessment you will be reimbursed $[insert total figure amount].

This amount has been determined as follows:
	
	Year
	Amount 

	Salary deductions
	1 July 2009 – 30 June 2010
	

	
	1 July 2010 – 30 June 2011
	

	
	1 July 2011 – 30 June 2012
	

	
	1 July 2012 – 30 June 2013
	

	
	1 July 2013 – 30 June 2014
	

	
	1 July 2014 – 30 June 2015
	

	
	1 July 2015 – 30 June 2016
	

	
	1 July 2016 – 30 June 2017
	

	Total Salary Deductions
	

	Add 5% interest
	

	LESS Non-Work Related Upgrades
	

	LESS Laptop Retention Deduction
	

	Total amount to be reimbursed
	


[delete if not relevant]
You upgraded the laptop by requesting [insert details of upgrades to laptop].  The school has deemed these upgrades totalling $[Insert value of non-work related upgrades] to be Non-Work Related Upgrades and you will not be entitled to be reimbursed for the cost of the upgrade.
[delete if not relevant]
At the end of the laptop program you kept the laptop and were issued with another device/had access to an iPad/devices that enabled you to perform your duties, so a deduction of $[Insert Value of Laptop Retention Deduction] has been made from your reimbursement amount.
The reimbursement will be paid to you by [insert date]. 

If you have any questions in relation to the reimbursement please contact [name].

Yours sincerely
[Insert Name]


