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EMPLOYEE
ADDRESS

Re: 	Notice of Reduction of Position

Dear EMPLOYEE NAME,

It is with great regret that I must inform you that the assignment you hold in DEPARTMENT NAME is being reduced from X FTE to X FTE.  I would like to emphasize that this action is due to budgetary reductions and is not a reflection of your performance.

As your rights in this process are governed by Chapter 681-3.104(4) of the Iowa Administrative Code, it is important that you understand the relevant provisions. Attached please find a summary of the layoff process and a set of frequently asked questions that was prepared by the University of Iowa’s Employee & Labor Relations department. Additionally, members of the Human Resources team will meet with you individually to address your individual circumstances, review your options, and address any questions you might have. 
An appointment has been arranged for you to meet with Lyra W. Dickerson, Director of Merit Employment Services who will discuss your employment opportunities with the University and answer questions you may have regarding the reduction and placement process.  Your appointment is scheduled for __________ at  ________.   You may always contact your Department HR Representative __________(319-XXX-XXXX) with questions. 
In the course of your employment with the University, you may have at one time or another had questions and/or needs concerning your health as it related to work. You are welcome to contact Faculty and Staff Disability Services (319.335.2660) for assistance concerning your health and seeking other employment. Finally, you also may wish to access the University’s Employee Assistance Program, Faculty and Staff Services (319.335.2085).

Again, I sincerely regret this development, and we will make every effort to assist you during this difficult time. 

Sincerely,



DEPARTMENT STAFF

cc: 	SUPERVISOR
	HR REPRESENTATIVE
	EMPLOYEE & LABOR RELATIONS
