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PRELIMINARY NOTICE OF PROPOSED INTENT TO LAYOFF
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TO:
___________________________, Human Resources Analyst, DAS
___________________________, Labor Relations Specialist, OCB
___________________________, Agency Analyst, OBM

FROM:
Director of Agency

SUBJECT:
Staff Reduction in ______________________________________



                     (Department/Agency)

DATE:
______________________________________________________

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

The total number of layoffs (positions to be abolished) estimated is: ___________________

An estimation of the number of personnel to be laid off (people who will not have any bumping options) is: ___________________

The proposed layoff date is:  _________________________________________

Our Personnel and Labor Relations staff have ( have not ( had experience in the procedures of layoff in the state system.

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

___________________________  ___________________________  _____________
                 Name



Title



Phone#
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