Method of Delivery
Date
Employee's Name
Address
City, State  ZIP
Dear Name:

By this letter, I am rescinding the Notice of Layoff or Displacement dated Date of Prior Notice previously sent to you.  Information currently available to us indicates that it will not be necessary to lay you off from your position.  Please continue to report to work as usual.

I recognize and apologize for the great inconvenience this process has caused you.  Should you have any questions about this matter, I can be reached at DPO's Phone Number.

Very truly yours,

DPO's Name
Departmental Personnel Officer

cc:
Appointing Officer

DHR, Layoff Processing Team

Union Name – FAX and U.S. Mail
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