Pre-Termination Conference Letter Template – Class 3 and Class 4
Copy and paste the text below onto your department’s letterhead

[Date]
[Name]
[Address]
Dear [Employee’s name], 

This is to provide notification that your temporary appointment will end effective [insert date] prior to your initially specified appointment length for the following reason: [choose applicable reason and provide facts supporting reason selected].
Lack of funds
Lack of work

Performance issues
I have scheduled a conference with you on [date, time, and place].  At that time I will review the reasons for the termination of your employment and give you an opportunity to respond to these reasons.  After the conference, I will decide whether to terminate your employment.

This action is being taken in accordance with University Policy 60.1.5 – Class 3 and Class 4 Employment and as set forth in your appointment letter. 
Your attendance at the conference is voluntary, but this will be your only opportunity to be heard before this action is taken. If you decide not to attend the conference, then you will have waived your right to a pre-termination conference.  

Please confirm to me whether or not you will attend the conference.  

Sincerely,


[Name & Title of Hiring Authority]
cc:
Chain of command

