
(Date)








(Hand Delivered) 

(Employee Name)
(Position Title)
(Department)
University of Idaho

Moscow, Idaho 83844


Dear (Employee Name):     

This letter is written notice of your termination of employment from your position as (Position Title) in the (Department), effective immediately.
Per Faculty Staff Handbook 3090, Section A, temporary help positions (TH) are employment–at-will.  Today will be your final day of employment.  Please remove your personal items, return your University keys, and finalize necessary departmental paperwork.  

Thank you for your cooperation and good luck to you in your future endeavors.

Sincerely,

(Supervisor’s name)
(Position Title)

cc:
Human Resources

