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DATE

Dear __________, 

I would like to confirm our conversation held on __________.  You were advised, at that time, that your position is being eliminated due to budget cutbacks.  I also mentioned that you are entitled to benefits as outlined below.

(List transition support available)

Enclosed, please find two brochures with information on “Benefits When Leaving Employment” and the Archdiocesan “Employee Assistance Program.”  These benefits, I hope, will provide you with some assistance during this time of transition.  If you need additional information about these benefits I suggested for you to contact __________________.

I very much regret that these layoffs became necessary.  It was a difficult decision for everyone concerned.  However, I would like to thank you for your efforts and for your many contributions on behalf of St. ________ parish.

Sincerely, 

Supervisor
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