Date
Name 
Home Address

Dear Staff Name:
The purpose of this letter is to reaffirm the upcoming expiration of your current appointment, which expires on XX/XX/XXXX, and will not be renewed.  I expect you to continue working and performing your duties satisfactorily through the above date.    
The rest of this letter contains answers to specific questions you may have about the University’s commitment to you during this time of transition.

Compensation 
· Following your final working day, XX/XX/XXXX, you will be paid your earned but unused vacation (up to the annual accrual maximum) and personal floating holidays.  Prior to your final working day, please update your leave accrual information in Kronos.  

Benefits
· If currently enrolled, you will continue to participate in group insurance plans at the established employee premium rate through the end of the month of your final paid date with the University.  

· Following your final paid date, you may choose to continue your insurance benefits under COBRA provisions. Information on your rights under COBRA as well as instructions for enrolling will be mailed to you.
· You may contact AskHR at AskHR@northwestern.edu, , with any questions.

Parking/Transit

· To cancel your parking permit or shuttle deductions, contact Parking Services.  Information is also available at Parking Services:  https://www.northwestern.edu/transportation-parking/evanston-parking/permits/cancellations-replacement.html
Unemployment Compensation

· You should contact your local office for the Illinois Department of Employment Security for benefits and eligibility information regarding unemployment compensation.  Please refer to the enclosed brochure, “What Every Worker Should Know About Unemployment Insurance.”  Information is also available on-line at http://www.ides.state.il.us/.
Reinstatement
· If you secure another benefits eligible staff position at the University within 6 months of your termination date, you will be reinstated without the loss of prior service or benefits status.
· Paid time benefits are not accrued during the absence and the number of days absent is not included in the calculation of University service.
An Employee Assistance Program brochure is enclosed.  Should you or your family have need of their services during the next few months, please do not hesitate to telephone them.

I hope that you will be able to make a successful transition to another position that is professionally satisfying.  Please contact me at PHONE # or EMAIL ADDRESS if you have any questions.

Sincerely,

Supervisor Signature
Title

cc:  
Employee File

HR Records

