EARLY TERMINATION LETTER

Must give three months notice

The reason(s) for termination should be discussed with the Associate Dean prior to the date on which the Department Chair, Mentor, and Postdoctoral Fellow will meet to discuss the termination.  Two copies of the termination letter should be given to the Postdoctoral Fellow at the meeting.  The Fellow should sign one copy and return it.
(DATE)

NAME

ADDRESS
Dear (insert name):
This letter will confirm our conversation on (insert date).  Your position with the Department of (department name) will terminate as of (insert date).
As we discussed, you have failed to meet the obligations of your postdoctoral position in the following areas:  (refer to “Policy for Postdoctoral Fellows at the University of Pennsylvania”  http://www.upenn.edu/almanac/volumes/v57/n01/postdocpolicy.html
Please return your keys, University I.D. card, and any other University property, including primary research records, to (name of supervisor).  You should contact Garnett-Powers at (800) 319-9557 to discuss your insurance coverage.
(For All non U.S. Citizens) Please contact the University’s Office of International Programs about your visa status. 

We wish you success in your future endeavors.

Sincerely,

__________________________

____________________________

Department Chair



Mentor
Received by:   __________________________ 
Date: _________________


(Signature of individual receiving letter)
cc:  SAS Dean’s Office


February 2011


