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Memo
To:


From:
Financial Office
Date:
Re:
Salary Advance
You will receive a salary advance in the amount of $ (amount) that will be direct deposited to the bank account in which your payroll checks are deposited.  You will receive the scheduled pay of $ (amount) excluding taxes on (date).  The amount of $ (amount) MUST be repaid by check made payable to Penn State University on or before (date).  If you do not follow through, the above amount will be deducted from your (month) paycheck.
(Employee Name – Please Print)

(Employee Signature)

(Date)
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