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This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Final Layoff Letter

Date:
Re:	Layoff Information

Dear _________________:

Today, [date], marks a difficult moment as we inform you of your layoff due to operational and financial constraints. We understand this news is significant, and we want to ensure you have all the necessary information and support during this transition. 

We genuinely appreciate your contributions during your time with us. 

This letter outlines important details regarding your unemployment claim, benefit options, and your final paycheck. Please review this information and the enclosed documents carefully, as they are very important. 

Unemployment Benefits:
· To facilitate the filing of your unemployment claim, HR has made arrangements with the Oregon Employment Department (OED). 
· An unemployment claim form is enclosed. If you would like us to process your claim on your behalf, please complete and return the attached form to HR by [date]. This will save you from having to call the OED Telecenter to open your claim. 
· If you prefer to file your claim independently, you can do so online at [website address] or by calling the Unemployment Claims Telecenter. For the [calling area], the number is [phone number].
· For unemployment purposes, [Company Name] will report that your layoff is effective [date] due to operational/financial constraints. 
· When completing the unemployment claim form, for "Reason you are no longer working for this employer," please mark "Lack of Work" and explain "Laid Off [date]." 




Severance and Final Payments:
We will provide you with severance payments, which include: 
· Payment for unused vacation: Two weeks at $[amount] per week - $[total amount]. 
· Severance pay: [number] years at 1.5 weeks/year or [number] weeks at $[amount] per week - $[total amount]. 
· Your total severance amount is $[total amount], which will be paid out in equal amounts over the next six months. Your final severance payment will be sent to you by [date]. 
· To be eligible for severance payments, you are required to sign a separation agreement. We have enclosed this agreement for your signature and strongly encourage you to have it reviewed by your legal counsel before signing. 
· You have X days to sign this agreement and seven days to rescind it after you sign. Your severance payments will begin after this period. 
· Your final paycheck, issued on [date], cannot be automatically deposited into your bank account. It will include a payoff of your accrued sick leave (at the appropriate cash-out rate), your vacation leave, and your floating holiday leave. 
· Please notify us whether you wish to pick up your final paycheck or have it mailed to your home address. 
· Please note that you will need to return all [Company Name] property (e.g., keys, passes, clothing) before your final paycheck will be issued. 

Benefits Continuation:
· Your [Company Name]-provided medical and dental insurance coverage will continue through the end of [date]. 
· You may continue coverage on a self-pay basis through [Insurance Provider]. 
· Life insurance coverage can/cannot be converted through [Insurance Provider]. 
· Long Term Disability insurance can/cannot be converted. 

Retirement Funds:
· Your retirement funds can be left in the system or withdrawn. 
· Your 401(k) money can be left in the plan, rolled over, or you can withdraw the funds. 

Additional Resources and Support:
· We have enclosed brochures about your plans and some forms that you may need. Many employees have already obtained these documents during the past several weeks; if you do not need them, please return them to HR or the Reception Desk. 
· We understand you may have questions during this time. Please do not hesitate to contact [HR Contact Name] or [HR Contact Name] in HR if you would like to discuss any of this information. We would be happy to meet with you at a time that is convenient for you. 

In closing, I have genuinely enjoyed working with you during the past several years. Please do not hesitate to contact me now, or at a later date, if you have any questions. I can be contacted at [phone number].
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