Sample Employee Transitional Duty Offer Letter

<Date>

<Employee Name and Address>

Claim Number:
<Claim Number>

Date of Injury/Illness:
<Date>

Dear <Employee Name>:

Your physician has notified us of your release to perform modified duties that are within your capabilities and we are happy to inform you that we have identified a transitional duty position that is consistent with your limitations.  Please see the attached description of this transitional duty position.  We are pleased to offer this position to you as follows:

· Your transitional duty position begins on <Start Date> for <Number> hours per day, from <Start Time> to <End Time>.

· Please report to <Supervisor's Name> at <Location> on the above date and start time to begin work.

· This transitional duty position pays your regular hourly rate/salary of $<Rate>/hour or $<Rate>/month.

· We will re-evaluate this transitional duty position on <Date> if you have not yet been released to your regular work.

· This transitional duty position will continue until the earliest of the following occur:

a. You are released for regular work,

b. You have been determined to have permanent restrictions that prevent you from doing your regular work,

c. You have been reassigned or accommodated into an alternate position as your regular job, or

d. The modified/transitional work is no longer available.

During the course of your transitional duty position, you will be subject to the usual employment policies.  In addition, <Employer Name> reserves the right to reassign you to another transitional duty position within the scope of the medical limitations and restrictions set by your attending physician, if necessary.

To accept this transitional duty position, please sign below and return this letter to me.  If you have any questions about this transitional duty position, please feel free to contact me.  Welcome back!

Sincerely,

<Transitional Duty Program Coordinator Name>

<Employer Name>

<Telephone Number>

For Employee Use--------------------------------------------------------------------------------------------------------------------

I have read the above and accept this job offer:  
  Yes
     
  No

Employee Signature:
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