Sample Layoff Recall Letter 

[DATE] 
Dear [Affected Worker], 
On [DATE OF LAYOFF] you were laid off from your position subject to recall. At that time there was no continuing work for you. In the written lay off letter provided; you were informed your position would be subject to recall should work become available.
We are pleased to notify you your position is again available, and this letter is our OFFICIAL NOTICE OF RECALL to you for that position. You are expected to return to work on [DATE/TIME] at [LOCATION]. Your rate of pay and hours of work will remain the same. 
Please contact [MANAGER] by calling or texting [cell phone number] to confirm your return so that he/she may put you back on the schedule in [HotSchedules / 7Shifts / ScheduleFly / etc.]. Failure to return to work as stated above will be considered a refusal of recall and abandonment of your position as of that date. 
If you have any further questions, please get in contact with [Contact Name and Information]. We look forward to your return to work!  

Sincerely


[Sender Name]
[Sender Title] 
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