THE STATE Department of Administration

DfA I ASKA DIVISION OF PERSONNEL AND LABOR RELATIONS

10t FI. State Office Building
GOVE 0 3 : 1\;" - PO Box 110201
JOVERNOR BILL WALKER Juneau, AK 99811-0201
Main: 907.465.4430

Fax: 907.465.3415
www.doa.alaska.gov/dop

Memorandum

To: Name
Human Resource Consultant
Department of XXXX

From: Name, Director
Division of Personnel & Labor Relations
Department of Administration

Date:  Date
Subject: Layoff Order # (Dept # - FY- next sequential number)

In response to your request, I hereby certify the following Order of Layoff for the recognized
organizational unit(s) identified below. The order of layoff is based upon the employee(s) length of
probationary/permanent time in the State classified service. Any tie breakers, veteran’s preference,
or super seniority has been applied.

DIVISION NAME, LOCATION, POSITION STATUS, BU

(Job Class Title and Code)[Note if the position is flexibly staffed.]

Employee Name Seniority Points (e.g. 7.42)

Employee Name Seniority Points (e.g. 13.83)
Employee Name Seniority Points (e.g. 19.75)
Employee Name *  Seniority Points (e.g. 30.08)
Employee Name Seniority Points (e.g. 30.17)

Rl

* Position Impacted

1. (Job Class Title, Code Employee Name Seniority Points
Location
2. Employee Name Seniority Points Location
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Although you may be aware of the following provisions of the Personnel Rules and collective
bargaining agreement, I have included them below to ensure that all who must deal with the
situation are aware. Should layoff become necessary:

1. The collective bargaining agreement specifies that no permanent or probationary employee
in the bargaining unit shall be laid off while there are emergency, provisional, or
nonpermanent employees serving in the same agency and location in the same job class or in
other job classes performing work to which the probationary or permanent employee could
reasonably be assigned consistent with the needs of the agency.

2. A permanent employee must be given 10 working days’ written notice stating the reason for
the layoff. However, every effort should be made to provide at least 30 calendar days’ notice
whenever possible.

3. An employee serving an initial probationary period must be given 10 working days’ written
notice stating the reason for layoff.

4. A copy of the layoff notice must be provided to the Director of the Division of Personnel
and Labor Relations or his/her designee.

This Order of Layoff list is valid for 45 days and will expire on Date. If it is necessary after this date
to notify employees of layoff, please inform this office so that the lists may be recomputed. The
information contained in this memorandum is based upon information contained in the Division of
Personnel and Labor Relations records. Any discrepancies noted should immediately be brought to
our attention.

cc: Union
Division of Personnel and Labor Relations, Recruitment Services
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