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SANTA CRUZ, CALIFORNIA  95064
 

[Separation: Mailing Separation Documents to Employee]

[Date]

[Employee Name]
[Employee Address]

Dear [Employee],

Enclosed you will find the following documents regarding your recent separation from the University of California, Santa Cruz:

· Final Paycheck

· Termination of Benefits Checklist – includes retirement and COBRA information. Please contact the Benefits Office if you have any questions regarding your benefits (831) 459-2013.

Additional information regarding separating from the University can be found at the following websites:

· Separating from UCSC  http://shr.ucsc.edu/procedure/separation/index.htm
· At Your Service             http://atyourservice.ucop.edu/  

Please note: your W-2 form will be mailed to your permanent address on file.  You may change your address on the Contact Information page of the At Your Service Website.
Please contact me at [phone and/or email] if you have any questions regarding separating from the University or your final paycheck. 

Sincerely,

[Staff HR Service Team Representative Name] 

[Staff HR Service Team Representative Title, Department]

Enclosure:  Proof of Service
Cc: 
Personnel File
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