SAMPLE DSR LETTER (on letterhead)
M E M O R A N D U M

[DATE]
TO:

Shawn Y. Stokes, Director



Office of Human Resources
FROM:
[Department Head], Director


[Department]

SUBJECT:
Discontinued Service Retirement – Jane Doe


Due to budget constraints, I find it necessary to reduce the number of positions in the class of Manager III.

One of the employees in this class, Jane Doe, is the employee with the most seniority in the class, and has indicated that she is willing to accept an offer of discontinued service retirement in accordance with Section 33-45(d) of the Montgomery County Retirement Law.  We have discussed the alternative options available to her.

This memorandum confirms our mutual understanding of her intent to retire under the discontinued service provision in order to permit the necessary reductions in the Department.  We have established a preliminary effective date of June 30, 2015.  Please provide Ms. Doe with whatever assistance is necessary.

cc:
[Department Head], Director
 

[HR Specialist]
