[date]
EMPLOYEE NAME

Address  (office or home)

Dear  EMPLOYEE:

Pursuant to  [PPSM Policy 61 Release During the Probationary Period or From Limited, Casual/Restricted, and Floater Appointments (January 1, 2001) or Article # ___ of the [NAME OF COLLECTIVE BARGAINING AGREEMENT], this is to notify you that you are hereby released from employment effective [DATE]. 

Effective immediately, no work is required of you, no duties are assigned and you are not required to come to work. 

You will be paid through [DATE].  Please let me know if you would like to pick up your final check here or have it mailed to you. 

Sincerely, 

[SUPERVISOR NAME & TITLE]

cc:  Personnel File

Enclosure:  [relevant policy or contract article]

