CIVIL SERVICE 

TEMPORARY EMPLOYEES SUPPORTED BY F FUNDS
SAMPLE TERMINATION LETTER 

Dear                                 :

As you were informed when appointed to your position, your appointment is temporary and your services support a federally funded research project for which funding terminates at the close of business on                                    . 

In compliance with federal regulations, charges to project funds, including payroll costs, shall cease as of the termination date of the project account.

This is to inform you that the program funding for your temporary appointment will end on                                         .   As such, your appointment to this position will terminate at the close of business on (Month, Day, Year)   .

We would like to take this opportunity to thank you for your loyal support of the program. We wish you success in your future endeavors.

Sincerely,

(Appointing Authority or Designee)

c:
Personnel/Administrative Officer

Office of Human Resources

