Date


[Name] 
[Address]

	RE:	Modification to Essential Duties


Dear [Name]:

As previously discussed on [date], [Agency] is temporarily suspending all driving duties (driving specifically on agency business, excluding commute to and from work) from your job description, effective immediately, until your drivers’ license has been cleared and once again meets the criteria stated in the Vehicle Policy and Procedures.  

This temporary status change does not modify “at-will” employment status.  At-will employment is defined as an employment relationship in which there is no contractual agreement and either party may end the employment relationship at any time, for any reason or for no reason at all.  All terms and conditions of your employment may be modified by [Agency] from time to time upon notice.  Continued employment will be based upon evaluation of your progress within the agency.  

If you have any questions, please do not hesitate to call me.


Sincerely,


[HR Rep Name]
Human Resources Manager/Director

