Agency Name
Street Address
City, State, Zip
Phone Number
TTY-TDD  711
Agency Website URL
Tina Kotek, Governor
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Month Day, 2025


Employee Name
Address
Address

Sent via email to both work and personal

Dear Employee Name,   

This letter is to notify you that due to a reduction in force your Temporary Employment assignment with the (Agency Name) is being ended effective (Effective Date). This action is being taken as required by (Appropriate Layoff Rights Article), of the (Appropriate CBA Name) (CBA), which states, in part, that all temporary employment assignments must end prior to any trial service or regular status employee being laid off. 

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 at 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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