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Agency Name
Street Address
City, State Zip
Agency Phone Number
Agency Website

Tina Kotek, Governor




Month Day, 2025 


Employee Name
Address
Address

				Sent via Email to both work and personal


Dear Employee, 


This letter is notification that, in accordance with (Appropriate Layoff Rights Article) and (Applicable Geographic Area Layoff Article) of the (Appropriate CBA Name), it has been determined that you will be laid off from your permanent, full-time position as a (Current Class) with the (Agency Name), effective close of business on (Effective Date).  

You will be placed on the Agency Layoff Recall List effective (Effective Date), for positions within the (Geographic Area).

You will be paid for any wages owed along with any unused vacation leave up to (Enter hours) hours and compensatory time that you have accrued on your final paycheck.  

Your sick leave balance will be reinstated to you if you are reemployed within two (2) years.

If you have reported at least 80 paid hours between (Date Range), your employer-sponsored health coverage will remain active through (Date).  You will receive information in the mail from BenefitHelp Solutions explaining how you can enroll in COBRA coverage beginning (Date).  Helpful information about COBRA can also be found online at:  https://www.oregon.gov/oha/PEBB/Pages/Non-Employee.aspx

If you reported less than 80 paid hours between (Date Range), your employer-sponsored health coverage is scheduled to end (Date).  You will receive information in the mail from BenefitHelp Solutions explaining how you can enroll in COBRA coverage beginning (Date).  Helpful information about COBRA can also be found online at:  https://www.oregon.gov/oha/PEBB/Pages/Non-Employee.aspx

If you have any questions, please contact your Human Resources Business Partner, (Name), at (Phone Number and Email Address), or your union representative.

Thank you for the very important work you have done during your time with the (Agency Name). 

Sincerely,


Name
Title
Agency

cc:	Manager
Workday Personnel File
Payroll
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John A. Kitzhaber, M.D., Governor
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John A. Kitzhaber, M.D., Governor
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