Sample Letter of Intent
[Employee's Name]
[Campus Address]

Dear [Employee]:

In accordance with [cite applicable policy provision or contract article] this is a notice of intent to dismiss you from University employment effective [date, to be set with policy/contract guidelines]. This intended action is based on your [list performance deficiencies and/or unacceptable behavior].

Previously, detailed reviews of expectations regarding your [performance and/or conduct] were undertaken to ensure that you understood the requirements of your position. They were discussed with you orally [list dates, if available] and in writing [list dates of performance appraisals, counseling memos, and previous disciplinary actions; attach copies]. However, you have continued to fail to meet these expectations [list infractions since last disciplinary action].

Your [performance/behavior] has had a serious negative impact on our operation, and can no longer be tolerated.

You have the right to respond to this notice either orally or in writing, within [__] calendar days from the date of issuance. Please direct your response to [Next Level Reviewer's name, campus address, and phone number].

Sincerely,

[Supervisor's Name]
[Title]

Attachments:
[Documents referenced in letter]
Proof of Service

cc:
Next Level Reviewer
Departmental Personnel File
Department Head
Employee Relations Specialist
Employee's Representative, if appropriate
Union, if appropriate
