
INSERT LETTERHEAD

DATE:

Employee Name
Address
City/State/Zip Code
Dear (Employee name):

This letter is to inform you that you are hereby terminated from employment as a (CLASSIFICATION), assigned to _________________, effective (DATE).  After reviewing the recommendation of the Pre-Disciplinary Meeting Officer, it has been determined that just cause exists for this action.  You are found to have violated the following agency work rules:

(INSERT WORK RULES HERE)

Respectfully,

______________________________________
(Signature and Title of Appointing Authority or Designee)

Proof of Discipline Served

I, _________________________________ did serve _________________________________


(Person serving discipline)



(Employee’s name)

on _____________________________________ with a:



(Date)

Check all that apply:

□suspension

□working suspension

□fine

□leave reduction

□demotion

■termination

___________________________________


_____________________________
Signature






Date
_____________________________________

_____________________________

Witness






Date

TERMINATION

