PROOF OF SERVICE

[bookmark: jfgh98u820ip][insert today's date]



[bookmark: vkfa388uhxhj][bookmark: nw0xprl2tnfr]To:	[enter name of employee], [enter job title]

[bookmark: 1mfnzup13fov]From:	[enter name of supervisor], [enter job title]

Re:	Release from Probationary Period

[bookmark: 7fm8lwah3yk9]Because you did not successfully complete your probationary period, I am releasing you from the University effective [enter university release 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 contact Employee and 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.)
[bookmark: _mbs6gl550wkk]cc:	Personnel File
	Employee and Labor Relations
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