Dept Letterhead

DATE

NAME
ADDRESS

ADDRESS
Dear [NAME],
On [DATE], I issued you a letter advising you that your current position of [TITLE] would be eliminated effective [DATE]. It has now come to my attention that this action will not be necessary. Therefore, this letter is to formally notify you that the above referenced letter has been rescinded, and you will remain in your current position. 
If you wish to discuss this or have any other questions regarding this matter, you may contact me directly at [PHONE NUMBER.]

Sincerely,
Supervisor Name
Title
cc:
Office of Labor Relations

University Human Resources

[Union if applicable] 
