Note:  The following letter is only a sample.

Please contact your Staff HR analyst for assistance in customizing the letter for each action.

C11. Sample Notice of Intent to Terminate – PSS & MSP I - VII

Date

Employee Name

Job Title

Re:  Notice of Intent to Terminate

Dear Employee:

This is a notice of my intent to terminate you from your University position as [job title] for [performance or misconduct].  

As you know, we have discussed [performance or misconduct] a number of times over [span of time].  Your [date] performance evaluation shows that you needed to improve in [performance or misconduct].  After discussing this with you, I believed we had agreed on [agreement to address performance or misconduct].  My memo to you dated [date] confirms our understanding.  Your [date] performance evaluation again shows that you still needed to improve your [performance or misconduct].  On [date], I issued you a letter of warning.  On [date], you again [performance or misconduct].  This resulted in [consequence of performance issue or misconduct], you were suspended without pay for seven days.  

Your failure to follow [specify performance expectations, university guidelines, or procedures that were not followed] has [detail the consequence of non-compliance].  Your performance has been inexcusable.  When I discussed this incident with you, you gave no justifiable reason for your actions.  Unfortunately, I can no longer allow your [for example: performance to endanger the health of others].  Therefore, it is my intent to terminate your employment.  You have the right to respond to me orally or in writing within eight (8) calendar days of the date of this letter.

Sincerely,

Manager

Department

encl:
[date] Performance Evaluation


[date] Memo - Manager to Employee


[date] Performance Evaluation


[date] Letter of Warning


[date] Notice of Intent to Suspend


[date] Notice of Suspension

[date] Proof of Service

cc:
Labor Relations


Staff Human Resources Analyst


Unit Head


Personnel File
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July 24, 2001
June 1, 2004
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