Example Communication to Employees Regarding
the Impact of the Furlough/Salary Reduction Plan

[Date]
To:

[Employee Name]
From: 

[Departmental HR Administrator]
Re:

Furlough and Salary Reduction Information

The system-wide furlough/salary reduction plan is being implemented effective September 1, 2009 (or September 6, 2009 for employees paid bi-weekly).  While you are certainly aware of the plan, you may not understand how the program impacts you individually.
The attached document summarizes the estimated impact of the furlough/salary reduction plan on your pay, as well as the corresponding number of furlough days which you will accrue and use during the plan year (September 1, 2009 – August 31, 2010 for monthly employees or September 6, 2009 – September 4, 2010 for bi-weekly employees).  Please be aware that your salary reduction and furlough days may change if your funding sources change throughout the year.  If such changes occur, we will provide you with updated information.

We have made every effort to make this calculation as accurate as possible based on available information and your current employment circumstances. The estimate provided in this document is a tool for planning purposes only, the amounts are not binding.  If, however, your September gross paycheck does not correspond with the attached calculations, please contact your departmental HR administrator [Departmental HR Administrator name and contact information].
In recognition of the impact the furlough/salary reduction plan will have on employees, UCSF has created a Special Temporary Furlough Employee Emergency Loan Program for employees whose salaries are $60,000 or lower.  Information on the Program can be found on the UCSF Budget Website.  If you want to learn more, please contact the Faculty and Staff Assistance Program at (415) 476-8270.
