SAMPLE DEPARTMENTAL TERMINATION LETTER
NOTE: THE LETTER MUST BE REVIEWED AND APPROVED BY HUMAN 
RESOURCES BEFORE ISSUING.

(MUST BE PUT ON LETTERHEAD)
Date
Name

Title

Department

Dear [name]:


Per our discussion[s] on [insert dates] concerning your job performance in the area[s] of [insert description], I regret to inform you that I have decided to terminate your appointment as Postdoctoral Fellow in the department of [insert name of department].
In accordance with state statute, university policies, and your letter of offer dated [insert date of current effective offer letter], your position is “at-will”, which allows the termination of your position at any time.  Upon the concurrence of the Chancellor of the University of Colorado Denver, your appointment will end on [insert date 30 to 60 days future].
Add optional information re: checkout process here.
Sincerely,

Supervisor name
Title

