Sample Reduction in Force 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 Georgia State University’s 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 Employment Office (404-413-3270), Faculty and Staff Assistance (404-413-3340), Benefits Office (404-413-3330) and Employee Relations (404-413-2567).  Below, please find more specific information about the various on-campus resources.

Employee Relations Office~Human Resources
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 Employee Relations at 404-413-2567
Employment Office~Human Resources

You should contact the Human Resources Office of Employment at 404-413-3270 to discuss other employment opportunities at Georgia State University.  You must apply for each vacant position on campus in which you are interested.  It will not be the responsibility of Georgia State University to find you employment within or outside of the University, however, the office of Employment 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.  All open position can be researched via the web at www.gsu.edu or in the Employment Office of Human Resources located on the third floor of One Park Place, Atlanta, GA 30303. 

Faculty and Staff Assistance Office~Human Resources
Please feel free to contact Faculty and Staff Assistance (FASA) at 404-413-3340 for additional support through this transition.  

Benefits Office~Human Resources

Your sponsored health, dental and vision coverage will continue until the end of the month in which the reduction in force occurs.  For example, if your last day of employment is June 30, 2006, your insurance coverage will end June 30, 2006.  

If you need or choose to continue your health, dental or vision 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.  The Benefits office of Human Resources can be contacted at 404-413-3330.  

I wish you the best of luck in your future endeavors. 

Sincerely, 

Dept. head 

