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

Reduction in Hours Notice

[Date]	

[Employee Name]
[Employee Address]


Re: Reduction of Hours


As of [Date], [Company Name] is reducing the hours of the position of [Position Title] for an undetermined amount of time.  This reduction is hours is being made for the following reasons:

	■
	■
	■


After analyzing the position and essential functions, as well as the business needs of the Company in regards to your position, we do not have enough work to sustain a full-time position at this time.

[Explain Other Important Circumstances] 

It is understood that vacation, sick, and holiday accrual rates will all be pro-rated for this time period.

The position’s workload will be reevaluated weekly in an effort to bring this back to a full-time position.

I have read and understand this memo regarding the reduction in hours.



_________________________________________________	_______________________
Employee Signature							Date

_________________________________________________	_______________________
Supervisor Signature							Date
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