Clerical  Unit (CX) - Layoff and Reduction in Time
SAMPLE LETTER

PROOF OF SERVICE

DATE

TO:  (Employee's Name/Title)

RE: NOTIFICATION OF TEMPORARY LAYOFF

I regret to inform you that due to (budgetary/operational considerations) it is necessary to place you on temporary layoff for the period commencing _________(Date) and ending on ________(Date).  Your return to work date is __________(Date).

NOTE TO DEPARTMENT: Whenever possible, an employee will receive 15 calendar days advance notice.

I want to remind you that University employees are covered by unemployment insurance. You may obtain a determination of your eligibility by calling the California State Employment Development Department at 1-866-333-4606.  Additional information regarding considerations in determining eligibility is available at http://www.edd.ca.gov.
Employees on temporary layoff may continue, if previously enrolled, in certain group insurance programs.  The University's contribution to the cost of group health plans will continue for a maximum of three (3) months.  Information regarding benefits during temporary layoff can be found at http://atyourservice.ucop.edu/forms_pubs/checklists_factsheets/temp_layoff.pdf.  For more information regarding resources that may be of assistance to you, please visit the website at http://heretohelp.ucr.edu/.
cc:
Labor Relations

Benefits
 
CUE-IBT
NOTE TO DEPARTMENT: The CX contract requires concurrent notice of this action to CUE-IBT; therefore, departments must provide a copy of the above letter to CUE-IBT along with a Proof of Service form, see Attachment A and Attachment B, at the time the employee is notified. Please also send a copy of the Proof of Service form to Labor Relations. CUE-IBT's copy should be addressed to: 
Coalition of University Employee (CUE-IBT)
5005 La Mart, Suite 100-B6
Riverside, CA 92507

