Early Termination Letter Template – Class 3 and Class 4
Copy and paste the text below onto your department’s letterhead






[Date]
[Name]
[Address]


Dear [Employee’s name], 

This is to provide notification that your temporary appointment will end effective [insert date] prior to your initially specified appointment length for the following reason: [choose applicable reason and provide facts supporting reason selected].

Lack of funds
Lack of work
Performance issues

This action is being taken in accordance with University Policy 60.1.5 – Class 3 and Class 4 Employment and as set forth in your appointment letter. 

If you are interested in other employment opportunities at Rutgers, we encourage you to review the University Human Resources website at uhr.rutgers.edu/findajob.htm for job vacancy requirements.

We wish you well in your future endeavors.  

Sincerely,	




[Name & Title of Hiring Authority]



cc:	Chain of command

