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SANTA CRUZ, CALIFORNIA  95064
 

[Date]

[Employee Name]

[Employee Address]

[Job Title, Department]
Dear [Employee Name],
Re:
Revision of Indefinite Layoff Notice
This is to inform you that the date of your layoff has been extended to [new end date], at [time].
All other terms and conditions remain the same as stated in your original Layoff Notice dated [date of Layoff Notice].
Sincerely,

[Department Head/ Supervisor Name]

[Department Head/ Supervisor Title, Department]
 cc: 
HR Service Team Representative 

Employment Manager

Labor Relations Consultant


Benefits Manager

  
Personnel File


Union (if applicable) 
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