DATE

Employee Name

Employee Title

Department

As we have discussed, due to organizational changes, your position will be eliminated on _______ (effective date).  <<In lieu of notice, you will receive ____ months of your normal salary payable in a lump sum.>>
We are happy to assist you in applying for other employment opportunities within the department and the university system.  <<In the event you are unable to secure another position by _____ (effective date),>> you <<will be/are>> eligible to request a personal leave of absence for up to 90 calendar days.  You may use your accrued vacation leave to be paid while on personal leave of absence until it is exhausted.  Provided you continue regular employee contributions, the personal leave status will allow you to maintain eligibility in Emory’s health care plan at the active employee rate.

All requests for personal leave should be in writing on a leave of absence request form. When practical, the leave request should be submitted two weeks prior to the beginning of the leave period.  
As of _________ (effective date), our records indicate you have _________ vacation hours.  Between now and ________ (effective date), you will continue to accrue and use vacation hours as usual.  Upon separation from employment, you will be paid for any unused, accrued vacation, up to a maximum of 240 hours.  Upon transfer to another position within Emory University, accrued vacation, sick leave, and floating holiday leave would transfer.
Eligibility for unemployment insurance benefits is determined by state law.  Human Resources will mail a separation notice to your home address.  You may also use this letter if you decide to apply for unemployment insurance benefits through the Georgia Department of Labor.  Please note that while you are on a personal leave of absence, you are not eligible to apply for unemployment benefits.
Jennifer Jeffries-Gallagher, Recruiting Manager, at 404-727-7252 will assist you in applying for other Emory positions for which you might qualify.  The department’s Benefit Specialist, ______________, at 404-727-7613 can help you with your benefits questions.  
Please know that this decision in no way reflects upon your job performance.  Let me know if there is anything that I can do to help make this difficult transition easier.

Sincerely

cc:  Human Resources
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