TEMPLATE FOR NOTICE OF INTENT TO SEPARATE MSP (POSITION ELIMINATION)
Date
NAME
ADDRESS

CITY, STATE, ZIP
RE:   Notice of Intent to Separate 
Dear _____: 


In accordance with Personnel Policies for Staff Members (PPSM) Policy 64, Termination and Job Abandonment, I regret to inform you that because of [explain business reasons - budget reductions, restructuring, etc.] in [Department], it is necessary for the University to eliminate your position of [position title]. Your last day of work is [date]. Your separation effective date is [date]. 
To assist with your transition, the [name of employee's unit] will provide you with severance upon your separation date. To receive this financial support, you will need to agree to the terms and conditions of a separation agreement.

If you are interested, please contact Employee and Labor Relations Consultant [Name], who will provide you with the details of the agreement. Contact information is: [phone] or [email].


You have the right to respond to this notice either orally or in writing, within eight (8) calendar days from the date of issuance. Please direct your response to me, [Name of Supervisor writing this letter, campus address, email, and phone number]. 

Sincerely, 

Name

Title

Department


Attachments:
Proof of Service 
[Information and documents: http://hrweb.berkeley.edu/labor/general/proof-service] 
cc: 
Personnel File


Department Head, [Name]

Employee and Labor Relations Consultant, [Name]
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