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[Department Letterhead]


Via [Hand Delivery, Campus Mail, etc]
[Date]

[Name]
[Employee #]
[Title]
[Department]
Re:  Notice of Termination
Dear [Name]:
This letter will serve as notice to you that your employment at the University of Colorado Boulder is being terminated, effective as of the close of business on [date].

[State Reason for termination in one or two sentences].
Pursuant to C.R.S. Section 24-19-104, you are an employee-at-will. Your employment is therefore subject to termination by you or the University at any time.

While this is a notice of the termination of your employment it does not affect your status as a student in the (home department or program). 

Include only if termination occurs prior to the 12 week minimum to receive tuition remission. As you were not employed for the 12 week minimum required to receive tuition remission, the tuition waiver and insurance contribution that you received as part of your appointment will no longer be valid and the full cost of those expenses will be returned to your student bill.

I wish you the best in your future endeavors.

Sincerely,

[Name]
[Title]
cc:

Personnel File

Supervisor

Acknowledgement of Termination

I, (Employee name) have received and understand the termination letter dated (date).

__________________________


____________________

Employee’s signature




Date

__________________________


____________________

Delivered By





Date

