PRELIMINARY NOTICE OF PROPOSED INTENT TO LAYOFF
TO:

FROM:

SUBJECT:

DATE:

This memo will serve as preliminary notice that we are considering a staff reduction resulting from a layoff or abolishment of personnel.  The initial estimates are as follows:

The number of positions to be abolished is:  _____________

An estimation of the number of personnel to be laid off is: ________

The proposed effective date of the layoff is: __________________________________

The representative who will be the primary contact from our department will be: 

 ________________________   ________________ ________________

 Name                                         Title                         Contact Number

