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Via Hand Delivery

Date

Employee Name
Address Information 


Re:  	Notice of Termination 

Dear Ms./Mr. Last Name,

Pursuant to Section A8.342 of the Charter of the City and County of San Francisco (CCSF), you are hereby notified that the recommendation that you be terminated from your employment as a Class XXXXX (Include Title Name) with the XXXXX (Department), assigned to (Division), is sustained.

This disciplinary action relates to your failure to XXXXX, as discussed in greater detail in the Notice of Proposed Termination and Employee Conference / Skelly Meeting, dated XXXXX.

Specifically, XXXXX the evidence showed that XXXXX.  

In lieu of attending the scheduled Skelly meeting, your union, [NAME] submitted a Written Response to Notice of Proposed Termination and Employee Conference/Skelly Meeting – First Name Last Name (classification), dated   (DATE) (written response).  

Or

You attended the scheduled Skelly meeting with your union, XXXXXX (“Union”) on (DATE ).  

The termination is based on the following charges:

· XXXXX
· XXXXX
· XXXXX
· XXXXX
· XXXXX

Rationale Proffered

(First Charge)

You are responsible for ….

	Cite Specific Issue

You did not …. 

	Cite Specific Issue

Your assigned work in this area is particularly important because...  

On the day at issue, …..

(Second Charge)

[Repeat the analysis shown above (for the First Charge) for each additional charge.]

Conclusion

After reviewing the Notice of Proposed Termination and the Skelly Meeting Report & Recommendations, (DATE) (including its attachments), considering the information and arguments presented in [your written response OR Skelly Meeting], and finding just cause for your termination, the proposed termination is sustained.  Your termination will be effective close of business (DATE).


Sincerely, 



Name 
Title

Encl:	Notice of Proposed Termination and Skelly Meeting Report & Recommendations, dated (Date) (without attachments)


cc:	xxxxx, Departmental Personnel Officer (without attachments)
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