[On letterhead]

TEMPLATE FOR NOTICE OF INTENT TO REDUCE MSP APPOINTMENT PERCENTAGE        
Date

[Employee's Name] 
[Home Address] 

RE:   Notice of Intent to Reduce Appointment Percentage
Dear [Employee]: 


In accordance with Personnel Policies for Staff Members (PPSM) Policy 64, Termination and Job Abandonment,  I regret to inform you that because of [explain business reasons - budget reductions, restructuring, etc.] in [Department],  it is necessary for the University to reduce your position of [position title].  Your appointment percentage will be reduced from _____% to _____.  This change in your appointment percentage will be effective on [date]. 

You have the right to respond to this notice either orally or in writing, within eight (8) calendar days from the date of issuance. Please direct your response to me, [Name of Supervisor writing this letter, campus address, email, and phone number]. 

Sincerely, 

[Supervisor's Name] 
[Title] 
Attachments:
Proof of Service [instructions: http://hrweb.berkeley.edu/forms/proofservice.htm]
cc: 
Departmental Personnel File 
Department Head 
Employee Relations Consultant 


