REDUCTION IN FORCE (RIF)

Template Letter
To: 
[Employee Name] 

From:
[Manager Name]
Re: 
Notice of Reduction of Force 

Date: 
[insert date]
We regret to inform you that your position is going to be eliminated in accordance with [Institution Name] Reduction in Force process.  This reduction in force will occur on [insert date]. The reason for this action is due to [lack of funds, program reduction or deletion, reorganization, etc].  To assist you through this transition, we would like to advise you of the resources available on-campus to help which include the Human Resources Office.

As a result of this reduction in force, you may be eligible for unemployment insurance benefits.  You are advised to apply for unemployment benefits with your local county office of the State Department of Labor.  If you have questions about this process contact Human Resources.

You should contact the Human Resources Office to discuss other employment opportunities at [Institution].  You must apply for each vacant position on campus in which you are interested.  It will not be the responsibility of [Institution] to find you employment within or outside of the institution, however, the office of Human Resources is more than willing to assist you through the process which includes but is not limited to resume review and one-on-one counseling concerning available positions on campus.  

You may appeal this decision to the Office of Legal Affairs of the Board of Regents by submitting a written letter to the following address: Office of Legal Affairs, Board of Regents of the University System of Georgia, 270 Washington Street, SW, Atlanta, GA 30334. If you choose to appeal this decision, you must submit your appeal within 20 days of the date in which you were notified. 

Your sponsored health and dental coverage will continue until the end of ________________. If you need or choose to continue your health and dental coverage you may do so for a limited time through COBRA. For information regarding the continuation of these benefits, please contact the Benefits Office of Human Resources.  You may also contact the benefits office concerning questions about retirement funds.  
I wish you the best of luck in your future endeavors. 

Sincerely, 

Dept. Head 
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