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

· Remember to enclose COBRA information with this document.

· If letter must be mailed, send one copy each certified & standard.

· 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 Address]
MACROBUTTON NoMacro [Click here and type Employee City, State, Zip Code]
Dear MACROBUTTON NoMacro [Click here and type Employee Name]:

MACROBUTTON NoMacro [Click here and type Department Name] depends on its employees to perform their jobs in an up to standard manner. Up to standard performance includes obeying the general rules, policies and procedures of the department and the University of Minnesota.

On MACROBUTTON NoMacro [Click here and type Date and Time of Incident], you were MACROBUTTON NoMacro [Click here and Identify Problem or Incident]. MACROBUTTON NoMacro [Click here and Give What, When, Where, How; Be Specific With Details and Statements Made].

MACROBUTTON NoMacro [Click here and type Results of Investigation; State if Employee Admitted to Behavior].
You have previously received MACROBUTTON NoMacro [Click here and type Previous Discipline and Coachings, Including Dates and Nature of Discipline]. Additionally, you were warned during previous discipline that future violations of workplace policies and procedures could lead to further disciplinary action, up to and including termination.

Based upon these violations of MACROBUTTON NoMacro [Click here and type Department Name] and University of Minnesota policies as described above, your employment with the University of Minnesota is terminated effective today MACROBUTTON NoMacro [Click here and type Effective Termination 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]
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Enclosure


