Note: The following letter is only a sample.

Please contact your Staff HR analyst for assistance in customizing the letter for each action.

CUE Notice

Date:

(15 days notice)
To: (Employee Name)

Re:
Notice of Temporary Layoff

In accordance with Article 13 (Layoff and Reduction in Time) of the Agreement between the University of California and the Coalition of University Employees (CUE) this is to inform you that you will be temporarily laid off as an XXXXXX in the Department of XXXXX, effective XXXX through XXXX, (no longer than 120 calendar days).  The reason for this temporary layoff is XXXXXX.

During this period you should not report to work.  Your appointment will be fully reinstated effective XXXX unless otherwise notified in writing in advance.

If you have any questions regarding this notice, please contact me at XXXXXX.

Sincerely,

XXXXXXXX
cc:
CUE
Barry Cautivar, Employee Relations Consultant

XXXXXX, Benefits Analyst
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