Sample Release of Probationary and Limited Employees

Date

Name 

Title

RE: Release During Probationary Period or Release from Limited Appointment

In accordance with Article________of the Agreement between the University of California and _______________, this is to inform you that effective ___________, you are released from your (limited or probationary) position of ____________.
Please contact ______________________ (Benefits Representative) in Human Resources at (949) 824-______ to discuss important options that may be available to you regarding the continuation of your insurance and retirement benefits.

You may be eligible for Unemployment Insurance.  You can get details and apply for benefits at your local office of the California State Employment Development Department (EDD).

Supervisor’s Name

Supervisor’s Title

c:  Department Head

     Benefits Representative

     Human Resources Consultant

     Personnel File

