	PROOF OF SERVICE
	Today’s Date


TO:
Employee’s Name, Job Title

FR:
Supervisor’s Name, Job Title

RE:
Release from Probationary Period

Because you did not successfully complete your probationary period, I am releasing you from the University effective _________________(date).

(Note to Departments: Do not state the reasons for the decision in this letter. If you want to discuss the reasons with the employee at the time this letter is presented, please call Labor Relations at first to discuss. We recommend double-checking to be sure the employee is currently within their probationary period, and reviewing contractual language before issuing this letter.)

cc:

Personnel File

Labor Relations
