REGULAR STAFF …….RIF NOTICE

Date
Name 

Address
Dear
It is with a deep sense of regret that I must inform you that your position as ______________ will be eliminated effective _________.  This action is a result of (lack of funding, business needs, etc).
The last day of your employment will be ________.  Between now and then, you should concentrate on closing out any existing projects on which you are working, developing a list of ongoing activities and in assisting in transferring your responsibilities.  You may use the balance of your time to concentrate on securing a new position, and I am ready to be flexible as to your need for time off to attend interviews.
At termination, you will receive pay for unused accrued vacation.  During this notice period, normal pay and benefits will remain unchanged.  

I want to make you aware of the University policy regarding employees whose employment is terminated because of lack of funds or abolishment of their jobs.  If these individuals are rehired by the University within 12 months following termination of employment, they retain all benefits from last prior service.  Employment date remains the same as prior to termination.  
The Divisional Human Resources office is available to assist you with exploring other position opportunities within the Hopkins community.  Please contact Holly Schmittle at 410-516-8052 for further assistance.    In addition, you are encouraged to utilize the many resources the university has available to ease your transition.  Please feel free to contact any of the below resources to discuss options and programs for which you may qualify:
	Department/Resource
	Name
	Phone
	Email

	Career Management
	Audrey Trapp
	443-997-4992
	atrapp1@jhu.edu

	FASAP
	Michele Carlstrom
	443-997-1220
	mcarlst1@jhu.edu

	Benefits Service Center
	Marilyn Duff
	443-997-5880
	mduff2@jhu.edu

	Homewood Divisional Human Resources Office
	Arthur McCombs, Sr. Director

Holly Schmittle, HR Generalist
	410-516-6200

410-516-8052
	amccomb1@jhu.edu

HollyS@jhu.edu


I am attaching a copy of your Benefits at Termination of JHU Service which includes information about continuation of medical benefits (COBRA.)  Please note that, in accordance with the recently enacted economic stimulus package, the American Recovery and Reinvestment Act of 2009, you may be eligible for a government subsidy of COBRA premiums.   A summary of benefits at termination can be found at:  http://www.benefits.jhu.edu/summaries/ft-terminated.pdf
I appreciate the contributions you have made to the Department of ____________and to JHU.  If you need further assistance, please contact me at ___________. Please do not hesitate to contact me if you have any questions.  I have great admiration for your unfailing politeness and collegiality in the office, and really do wish you well in your future endeavors.

Sincerely,

Name
Title

cc:  Administrator ;        Divisional Human Resources
