JURY DUTY EXCUSE LETTER
Print on Company Letterhead

<Date>
Superior Court of California

County of Sacramento
<Address>


Re:  Loss of Pay While on Jury Duty for <name>
To Whom It May Concern:

<Name>,  a <part-time/full-time> employee of <Company name>, has asked me to provide you with a statement regarding our Company's jury duty policy.  

<Type of position (i.e. part-time, seasonal, job title)> employees of <Company> are not eligible to receive pay while serving on jury duty.  Since <name of employee> works <part-time (or “as a <position>”)>, he/she will not receive pay during jury duty.  Since <name of employee> is the sole source of household income and he/she will not receive pay from <company> during his/her absence, jury duty service would present a financial hardship to him/her. 

If you need additional information, please contact me at <phone number> or at the address below.  Thank you.

Sincerely,

<Name>
<Title>
�Insert the name of the court and address as indicated on the Jury summons
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