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          Office of the Dean 
University of Wisconsin-Extension

601 Extension Building
432 North Lake Street

Madison, WI 53706-1498
608-263-5110
608-265-4545 (fax)

800-947-6644 (TTY) 

August 13, 2009
Dear Colleagues,

Below are some suggestions for you to use, if you wish, to communicate about taking furlough time off. We realize that situations within county offices and campus departments are unique, and we rely on your judgment to determine the best way to communicate your furlough time off. We offer the following as suggestions to get you thinking of the many communication issues the furlough time off create for our unique organization. This note contains:

1)  Talking points 

2)  E-mail message language

3)  Voice mail language 

4)  Flyer copy for signage 

If you have comments, questions, or concerns about improving furlough communications, please feel free to contact Pamela Seelman by e-mail at pamela.seelman@ces.uwex.edu or call at (608) 262-9311. 

1) Talking points:

· University of Wisconsin-Extension, Cooperative Extension, colleagues are mandated to temporarily reduce their work hours 16 days over the next two fiscal years. This time is pro-rated for part-time and partial-year employees. 
· Choices about how we reduce our hours are critical, because all of our programs are based on specific needs and processes, where we target limited resources in high-need areas of work for counties, communities, families, businesses and other groups.  
· We will do our best to continue our process of prioritization while ensuring that our programs provide as much access to Cooperative Extension resources as possible. 
· We remain committed to delivering high quality work and ensuring significant positive impact for the people of Wisconsin.  

2) Phone message:

“I am out of the office on state-mandated leave without pay. Your call is important to me. Please leave a message, and I will call you back upon my return.”

3) Automatic e-mail response:

“Thank you for contacting me. I am out of the office on state-mandated leave without pay. I will respond to e-mail when I return.”

4) Flyer: 
UW-Extension employees in the Cooperative Extension 

XXXXXXX Office
will be out
DATE XX, 2009,
due to state-mandated 

leave without pay.
 
We apologize for any inconvenience.
 
We look forward to working
 with you when we return. 
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