Notification to Employee of Termination Process
from HR Center Representative
via e-mail Template

e-mail sent by HR Center Rep.
----------------------------------------------------
To: 
<Terminating employee>
cc: 
Supervisor

LETS Timekeeper

Division Safety Coordinator

Division Property Representative
(May also include: Business Manager, Administrative staff, Group Leader/Program Head, IRSO if employee has a visa, etc.)
Subject: Termination for <employee> - Information and Forms
Dear <employee> 
This is to confirm that your employment with Berkeley Lab will be terminating on <Date>.  The e-mail contains information and documents required to process your termination. 

Attached are the following forms that need to be completed prior to your exit appointment with HR: 
· Termination Checkout Sheet – To return and/or transfer items with your Supervisor
· Contact Information Sheet - Needed for future correspondence and W-2 tax forms
· Termination Medical Questionnaire Form - Mail to Health Services - MS#26R0143
The Termination Checkout Sheet should be completed by you and your supervisor prior to your last day. Please bring it to your Exit Appointment with HR along with the Contact Information Sheet, Laboratory ID badge and parking permit.

REMINDER:  Your time must be entered and approved in LETS by <DATE>, so your final paycheck can be generated. 

Please complete the LBNL Online Exit Survey, http://exitsurvey.lbl.gov, using the password: “survey” on or before your termination date.  The questionnaire is anonymous and will provide valuable feedback to Berkeley Lab.

Should you have any questions in regards to your benefits please contact the Benefits Department directly at 510.486.6403.  Benefits will mail information about COBRA insurance within the next several days.

Please do not hesitate to contact me at <phone number> if I can be of any assistance.
Regards,
<HR Representative>
