
Recovery of training costs letter

[Insert name]

[Insert address]

[Insert date]

Dear [insert name],

As you know, we entered into an agreement with you in relation to the costs of the training course that you undertook. The application of the agreement was fully explained to you and you signified your agreement to it by signing a training agreement on [insert date].

Part of the agreement set out the arrangements for repayment of the costs of the training in the event that your employment with the Organisation came to an end by way of your resignation.

It was agreed that if you resigned from the Organisation within [insert number] years, you would repay [insert the percentage repayment per year or other arrangements which were made].

As you have now resigned within the payback period set out in the agreement, you are required to pay £[insert amount and how this has been calculated].

[Select from the paragraphs below and delete as appropriate]

The above amount will be deducted from your final salary, payable to you on [insert date].

[OR]

You are due to receive your final salary payment on [insert date]. However, the amount of your final pay is not sufficient to cover the whole of the repayment required.  I therefore confirm that the full amount of your salary equalling £[insert amount] will be taken as part repayment of the training costs. The remaining £[insert amount] must be paid by you before [insert date].  If a one-off payment will cause you hardship, then we may come to an agreement whereby you make the repayment in instalments. If this is the case, I encourage you to contact me so that we can discuss the details of the repayment. Any payment by cheque should be made out to [insert name] and sent to me.

I have enclosed a second copy of this letter which you should sign and return to me to signify that you understand the contents of this letter and accept the repayment arrangements. 

Please do not hesitate to contact me if you have any questions about these arrangements. 

Yours sincerely,


[Insert name]
[Insert job title]


I confirm that I entered into a repayment arrangement in relation to the training costs incurred by the [insert name] training course and that my resignation triggers the repayment requirement.

I accept the repayments terms set out in this letter.


	Signed:


	Date:
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