Sample PARTIAL FTE CUT LETTER from Supervisor to Employee
Date

Name

Street

City, State, Zip

Dear 

Your position of (title) in our (department/school/program) will be cut from (__) FTE (__ hours per week) to (__) FTE (__ hours per week) due to (budget cuts/reorganization).  This FTE cut will be effective (date).

You will be notified by the Human Resource Department regarding this action and relative to any rights you may have to other positions, layoff information, or benefits continuation.  This is not a layoff notice, and cannot be used for unemployment.  

I want you to know that this decision was based upon business needs and is in no way a reflection of your service to the District.  

If you have questions or need additional information, please feel free to contact me at (phone).

Sincerely,

(Supervisor Name)
(Title)
cc:  (Name), HR Coordinator
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