· Print document on letterhead; original signed copy to employee.

· Delete this information so it does not appear on document.

MACROBUTTON NoMacro [Click here and type Date]
 MACROBUTTON TextFormField 

 MACROBUTTON NoMacro 

MACROBUTTON NoMacro [Click here and type Employee Name]
MACROBUTTON NoMacro [Click here and type Employee Job Title]
MACROBUTTON NoMacro [Click here and type Department Name]
Dear MACROBUTTON NoMacro [Click here and type Employee Name]:

This letter serves to inform you that you did not successfully complete your probationary period with MACROBUTTON NoMacro [Click here and type Department Name]. Therefore, your employment with the University of Minnesota is terminated effective today, MACROBUTTON NoMacro [Click here and type Effective Date].

Sincerely, 

MACROBUTTON NoMacro [Click here and type Supervisor Name]
MACROBUTTON NoMacro [Click here and type Supervisor Job Title]
MACROBUTTON NoMacro [Click here and type Department]
cc:
MACROBUTTON NoMacro [Click here and type Department Manager (1) Name]
MACROBUTTON NoMacro [Click here and type Department Manager (2) Name]
MACROBUTTON NoMacro [Click here and type Department Payroll Contact]
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