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Business Communication Resignation Letter
Example: Letter of Acceptance – Resignation Business Communication

[Date]
Employee Name
Campus address
Dear [Employee Name]:
We received your letter of resignation dated ___________.  We will accept your letter of resignation in lieu of Termination effective ​__________. Based on this decision, [you will] [you will not] be eligible for rehire with The Ohio State University.
Upon termination from The Ohio State University, you may be eligible to continue certain benefits.  
Sincerely,
Appointing authority or designee
c: SHRP, Director, OHR Employee Relations
Note: Items appearing in bold are required in the letter
Example #1:  Formal Coaching

TO: 

FROM: 
RE: 
Counseling Session
DATE: 
I want to make you aware of recent issues regarding your performance concerning our office metrics. For the month of February, you did not make the call quota for new accounts. Our standard is 60 calls per month (2 calls per day) and our records reflect that you only made 20 calls last month. The calls we make to our __________are very important for developing different sources of revenues. To help you increase your calls per day, our trainer will work with you to improve this number to reach and/or exceed the standards set for the department. If you have any other suggestions that would help you reach this goal, please feel free to share them with me so that we can assess and implement, if appropriate.
We will continue to discuss your progress on _________, when we will meet with you to re-evaluate your call volume. We trust that by the above date, you will be meeting the standards that we have set forth for you and the unit. 
Sincerely,
Supervisor
c: SHRP, Director
Example #2:  Follow-up Communication – Formal Coaching
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This message has not been sent.
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Sena

B

Subject:  [Follow-up to conversation on 3/1/2010

Dear Employee,
Thanks for taking the time to talk with me today about the customer complaint from a call
you took last Friday. As we discussed, in the future, when a customer gets upset, the

supervisor is not available at the time, you are expected to record the customer’s contact
information and let them know that a supervisor will contact them shortly to resolve the

issue, and thank the customer for their patience. Also, please alert me immediately if you
think a customer was upset, so we can discuss it.

I will see you at our next formal feedback meeting next Thursday.
Sincerely,

Manager|

expectation is for you to remain calm and get a supervisor to help you with the situation. If a
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Example: Coaching Worksheet

Employee name:  
Supervisor name:  





Meeting date: 
	Performance Areas Meeting and Exceeding Expectations:

	

	Performance Areas Identified for Improvement:

	

	Additional Discussion Items: (e.g., project updates, progress on priorities, training and professional development, employee’s concerns, due dates)

	

	Summary of Expectations:

	 

	Next Steps in Employee Development: (for both the supervisor and employee)

	


Please sign below indicating we have discussed all of the above items. 
______________________________

________________________________
Employee







Supervisor
Example:  Letter of Counseling for Attendance

TO: 

FROM:

RE: 
Letter of Counseling
DATE:

During a previous discussion(s) on ___________, ___________, and ___________, we talked about the need to improve your attendance given its negative impact upon the unit.  A review of your attendance disclosed a lack of improvement and a pattern of calling off on Mondays and Fridays (Attachment A). Your attendance is extremely important to the achievement of the unit’s goals and consequently, your timely attendance is required.
I will continue to assess your progress and on _________, I will meet with you to re-evaluate your attendance issues. Failure to meet the standards that we have set forth will result in further disciplinary action up to and including termination.
Please sign below indicating we have discussed all of the above items. 
______________________________________   ____________________________ 
Employee Signature 






Date 
______________________________________   ____________________________ 
Manager/Supervisor Signature 




Date 
Example #1:  Performance Improvement Plan

TO:
FROM:
DATE:
On June 5, 2010, we discussed the need for improvement in meeting deadlines, reconciliation and purchasing turn-around-time. Since then, there has been minimal to no progress in meeting these improvement goals. The following items are extremely important to the operation of the department in terms of service to staff, support of the budget planning and monitoring progress and ensuring security of property, equipment and funds. Therefore, the following activities must be accomplished within the time frames indicated below for you to obtain a satisfactory level of performance.
1. The FAS/Expenditure Tracking Reconciliation was not completed for January 1 – June 1, 2010 and has not been completed since the beginning of this year. I have discussed this expectation with you in February, April and June, which included our setting target dates for completion. FAS reconciliation and paperwork to process resulting adjustments for the months of January - June must be completed by August 1.
Future FAS reconciliation must be reconciled by the end of the month following the month being reconciled (e.g. February’s report should be completed by the last working day in March). A copy of the expenditures versus budget report should be forwarded to my attention the following day.
2. The equipment inventory status report was due by June 15. The report must be completed and ready for signature by August 15. Future status reports must be completed and submitted by the deadlines specified on the report.
3. Requests for purchases should be ready for final signature within five work days or receipt of the request.
We will continue to meet biweekly to monitor your progress and on August 15, we will re-evaluate all items outlined above. Please identify further training needed to your supervisor by July 20. Further disciplinary action, up to and including termination, will be necessary if the performance does not improve or if further performance issues arise.
Please sign below indicating we have discussed all of the above items.
______________________________________

____________________________
Employee Signature







Date
______________________________________

____________________________
Supervisor Signature







Date
Note: Items appearing in bold are required in the letter
Example #2:  Performance Improvement Plan

TO:
FROM:
DATE:
Based on the findings issued on ____________ by ______________, there was sufficient evidence to establish that you violated the university’s Workplace and Family and Relationship Violence Policy 7.05. Specifically, you were found to engage in intimidating conduct that disrupted the work environment. To ensure that your performance and behavior is effective and meets the goals of the unit, you must meet the following expectations and deadlines:
1. You must review the university’s Workplace and Family and Relationship Violence Policy 7.05 and discuss it with your unit human resources professional or OHR Employee Relations.
2. You must engage in professional and courteous interactions with co-workers, supervisors, students and other customers.
3. You must refrain from misusing or abusing university property. 
4. You must follow all safety standards (Unit Guideline Book Attached) including wearing Personal Protective Equipment (PPE) and using Lock Out Tag Out Procedures. 
5. You must attend anger management training and coaching with Ohio State EAP. You must provide a release and/or documentation that demonstrate that you are actively participating in this training/coaching by __________. 
6. You must attend Effective Communication training or Dealing With Difficult People training. Your training is schedule for _________ between the hours of ___________ at _____________ location.
We will meet again in 15 days on ___________ at _____________ to discuss your progress in meeting these expectations and any challenges that remain to be addressed. If you have not made significant progress in meeting these expectations during that period further disciplinary action up to and including termination will be taken. 
Please sign below indicating we have discussed all of the above items.
______________________________________

____________________________
Employee Signature









Date
________________________________    


________________________
Supervisor Signature









Date
Note: Items appearing in bold are required in the letter
Example: PIP Follow Up Discussion Document

	Employee Name:


	Meeting Date:


	Attendees:


	What is working well?


	Objectives, Expectations and Areas of Improvement
	Due Date
	Progress

	
	
	____ In Progress
____ Achieved
____ Did not Achieve


	
	
	____ In Progress
____ Achieved
____ Did not Achieve


	
	
	____ In Progress
____ Achieved
____ Did not Achieve


	
	
	____ In Progress
____ Achieved
____ Did not Achieve


	Summary of Performance
	Date
	Overall Progress

	
	
	____ In Progress
____ Achieved
____ Did not Achieve


	Recommendations:
	
	____ Extend Improvement Plan
____ Achieved
____ Did not Achieve


	Signatures: 
_____________________________________________
__________________________
Manager











Date
_____________________________________________
__________________________
Employee










Date


Example Termination Letter for Unclassified Staff

[Date]
Employee Name
Campus address
Dear [Employee Name]:
I have notified you about problems concerning your performance as a _______________ with the Office of ____________and presented you with a Performance Improvement Plan on and Issues addressed were 







. (depending on performance issues examples may include: meeting deadlines, addressing customer concerns appropriately, and completing monthly reports).
At this time your performance has not progressed to a satisfactory level that permits you to perform the duties of your position effectively. I regret to inform you of your termination from university employment with the Office of ___________effective 




. You will [not be eligible] [be eligible] for rehire with The Ohio State University.
At this time, please prepare a list of your current projects, including the status of each and next steps for the projects. On 



, we will review the listing, as well as any pending or outstanding issues needing additional attention.
Upon termination from The Ohio State University, you may be eligible to continue certain benefits.  For more information, including deadlines for continuing and/or converting benefits, go to https://hr.osu.edu/life-events/leaving-ohio-state/.
Sincerely,
Appointing authority or designee
c: SHRP, Director
Note: Items appearing in bold are required in the letter
Example: CCS Staff Counseling Letter for Attendance (Formerly Letter of Scrutiny)
April 17, 2010
Dear
This letter is prompted as result of your excessive use of ill time over the past year. It has come to my attention that you have used an inordinate amount of ill time which, over that period, totals 212.4 sick leave hours plus 74 hours of leave without pay and at least 40 hours of vacation taken in place of sick leave. In addition, your records indicate that much of the ill time requests have been in conjunction with days off, that is: weekends, holidays, or vacation. The above absences represent a pattern of misuse of this benefit. Since these absences are not protected under the Family Medical Leave Act, the above absences represent a pattern of misuse of this benefit.
This letter is to notify you that future requests for sick leave will be more closely scrutinized to assure their legitimacy under Chapter 79 of the Rules for Classified Civil Service. Consequently, you will be required to submit medical documentation to support your sick leave requests. If a request for ill time is not for legitimate reasons, your request will be denied and will be subject to corrective action.
If you have questions concerning this matter, please contact me.
Sincerely,
[Supervisor Name]
Note: Items appearing in bold are required in the letter
Example:  Informal Coaching Example of Documentation
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This message has not been sent.

To.._| [Emaoree

=

[

Sena

B

Subject:  [Follow-up to conversation on 3/1/2010

Dear Employee,
Thanks for taking the time to talk with me today about the customer complaint from a call
you took last Friday. As we discussed, in the future, when a customer gets upset, the

supervisor is not available at the time, you are expected to record the customer’s contact
information and let them know that a supervisor will contact them shortly to resolve the

issue, and thank the customer for their patience. Also, please alert me immediately if you
think a customer was upset, so we can discuss it.

I will see you at our next formal feedback meeting next Thursday.
Sincerely,

Manager|

expectation is for you to remain calm and get a supervisor to help you with the situation. If a
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Example:  Written Coaching

If template is not used, written coaching must include the bold items.
TO: 

FROM: 
RE: 
Written Coaching
DATE: 
Description of performance issue: I want to make you aware of recent issues regarding your performance concerning our office metrics. For the month of February, you did not make the call quota for new accounts. 
Action plan to improve performance, specific expectations: Our standard is 60 calls per month (2 calls per day) and our records reflect that you only made 20 calls last month. The calls we make to our customers are very important for developing different sources of revenues. 
Assessment of any assistance the unit may provide: To help you increase your calls per day, our trainer will work with you to improve this number to reach and/or exceed the standards set for the department. If you have any other suggestions that would help you reach this goal, please feel free to share them with me so that we can assess and implement, if appropriate.
We will continue to discuss your progress in our next scheduled meeting, when we will meet with you to re-evaluate your call volume. We trust that by the above date, you will be meeting the standards that we have set forth for you and the unit. Lack of improvement could result in further disciplinary action up to and including termination. In addition, performance will be considered in the displacement and reinstatement process.
Please sign below indicating we have discussed all of the above items. 
______________________________________
____________________________
Employee Signature 






Date 
______________________________________
____________________________
Manager/Supervisor Signature 




Date 
c: SHRP, Director
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          Written Coaching or Level Notice Form

	Employee Information

	Employee Name:      
	Date:      
	

	Employee ID:      
	Job Title:      
	

	Supervisor:      
	Unit/Department:      
	

	

	Type of Notice (check one)

	 FORMCHECKBOX 

	Written Coaching      
	 FORMCHECKBOX 

	Level One Notice      
	 FORMCHECKBOX 

	Level Two Notice      
	

	Type of Infraction

	This action is based on your [PERFORMANCE/BEHAVIOR] in the following areas:

	     

	Details

	Description of the Issue:
	

	     

	Previous Actions: This section only used when there is active corrective action on file.

	     

	Plan for Improvement (expectations, goals to be achieved, and timeframe):

	          

	Consequences of Further Issues/Impact:
	

	      

	Acknowledgment of Receipt of Notice

	By signing this Notice, I acknowledge that this matter has been discussed with me and that I received a copy of this document. I understand that this is corrective action and that future infractions and/or performance issues may result in further corrective action up to and including termination. I understand that as a CCS employee, my performance will be considered in the displacement and reinstatement processes.

	
	

	Employee Signature
	Date

	
	

	Manager/Supervisor Signature
	Date

	
	

	SHRP or Designee Signature
	Date

	
	

	OHR Signature (Level Two Notice only)
	Date

	
	

	Witness Signature (if employee understands warning but will not sign this form)
	Date


	Employee Comment Section
	

	Employee Comment: This section can be attached or continue on the back.

	     


[Back of Written Coaching/ Level Notice Form]
Steps in the Performance Improvement Process for CCS Staff
Informal Step
When performance expectations have already been identified for the staff member and the staff begins to exhibit a performance problem, the supervisor should initiate verbal coaching or counseling. See Performance Management Tools,  
Formal Steps
According to University Rules for the Classified Civil Service, each step in the performance improvement process must include written notice to the staff member of their level in the process, the nature of their deficient performance, the expectations for performance, the consequences of continued deficient performance, and the effective date of the action. This includes notification at each level of the process to ensure that staff members are fully aware that performance is considered in the displacement process when positions are abolished and Level Three Notice generally results in termination. College/VP units complete the Written Coaching, Level One and Level Two Notices.  The Level Three Notice will be issued by the Office of Human Resources. Templates that include all of these elements are provided below.
Documentation must remain in the active personnel file for major policy violations such as discrimination, workplace violence, sexual harassment, retaliation, and theft. This is not an all-inclusive list.
OHR reserves the right to make alternative decisions at its discretion.
Written Coaching
· Supervisor issues this notice.
· Can be included in a written performance evaluation.
· Notice is active for three (3) years and remains in the personnel file after this time in an inactive status indefinitely.
· After three years, the employee can request the removal of the disciplinary record from the personnel file. The inactive record is then placed in a separate section of the personnel file.
Level One Notice
· Supervisor issues this notice with SHRP or designee’s guidance.
· Notice is active for three (3) years and remains in the personnel file after this time in an inactive status indefinitely.
· After three years, the employee can request the removal of the disciplinary record from the personnel file. The inactive record is then placed in a separate section of the personnel file.
Level Two Notice 
·  After OHR approval, the supervisor issues this notice with SHRP or designee’s guidance.
· Notice is active for three (3) years and remains in the personnel file after this time in an inactive status indefinitely.
· After three years, the employee can request the removal of the disciplinary record from the personnel file. The inactive record is then placed in a separate section of the personnel file.
Level Three Notice (termination)
· Issued by the CCS Appointing Authority.
· Written notification includes the board order with appeal instruction.
· Disciplinary records must remain in the personnel file in accordance with the university’s records retention schedule.
Appeals
· CCS staff can appeal a demotion and Level Three Notice (termination) to the State Personnel Board of Review (SPBR). 
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                                                  Hearing Request Form

	Employee Information

	Employee Name:      
	Date:      

	Employee ID:      
	Job Title:      

	Employee Service Date:      
	College/VP Unit:      

	Supervisor:      
	Work Address:       

	Work Location:        
	

	Previous Notice(s) Attached (please check)

	 FORMCHECKBOX 

	Written Coaching 
	 FORMCHECKBOX 

	Le  Level One Notice              FORMCHECKBOX 
    Level Two Notice            FORMCHECKBOX 
    DCC
	

	Nature of Infraction or Performance Deficiency
	

	[PERFORMANCE/BEHAVIOR] in the following areas:
	

	     
	

	Details
	

	Description of most recent issue(s) including date(s):
	

	     
	

	Events leading to current corrective action request:
	

	     
	

	Supporting document(s) attached:
	

	          
	

	Summary of why a hearing is being requested referencing policy, procedure, rule/guidelines or contract article violated:  *See Evidence of Just Cause” on the back of this form for assistance.
	

	          

	
	

	Is employee Currently on Administrative Leave         Yes      No
	

	Manager Signature





Telephone






Date
SHRP or Designee Signature



Telephone






Date
OHR Signature





Telephone






Date

	


Standards To Be Used In Disciplinary Cases
The Questions
1. Was the employee warned of the consequences of the conduct?
2. Was the employer’s rule reasonable?
3. Did the management investigate before disciplining?
4. Was the investigation fair and impartial?
5. Was there evidence of guilt?
6. Were the rules and penalties applied evenhandedly?
7. Was the penalty reasonable, given the offense?
Please refer to the Request for Level Three Notice Hearing checklist in the Performance Improvement Process Guide for additional resources.
Example: Job Abandonment Letter

Certified Mail – Return Receipt Requested
Date
Employee name
Employee address
Dear [Employee name]:
You have been absent from your assigned workplace since [DATE - LAST DAY OF WORK OR LAST DAY OF APPROVED LEAVE]. Your department attempted to contact you via phone and mail to no avail. Because your absence, which has been for at least three workdays, has not been approved, I must assume that you have abandoned your position.
Your last official date of employment was [DATE]. Your termination due to job abandonment will be effective on [DATE] at the [CLOSE OF BUSINESS OR END OF THE WORK SHIFT]. You will receive payment for any accrued vacation leave, as appropriate. If applicable, your final pay check or pay statement will be mailed to the above address. You may call [NAME, PHONE NUMBER] to make arrangements to pick up any personal belongings and to return any university property that may be in your possession. As necessary, collection efforts may be initiated if university property is not returned.
For information regarding your retirement contributions please contact the Office of Human Resources, Benefits Customer Service at 614-292-1050.
Upon termination from The Ohio State University, you may be eligible to continue certain benefits.  For more information, including deadlines for continuing and/or converting benefits, go to https://hr.osu.edu/life-events/leaving-ohio-state/.
Sincerely,
NAME
TITLE
Note: Items appearing in bold are required in the letter
Example: Paid Administrative Leave Letter

Date
Employee name
Employee address
Dear [Employee name]:
We have received reports of _________________________. 
This letter is to notify you that you will be placed on administrative leave with pay effective immediately.  You will be on administrative leave with pay pending a fact finding investigation to be conducted by the Office of Human Resources. You will be contacted once this investigation is completed.
Pending this investigation, I request that you immediately return any and all university property and keys currently in your possession. You can make arrangements to deliver university property by contacting_____________. You must obtain permission from your SHRP or designee to be on Ohio State campus while on administrative leave unless you have a prearranged meeting with the Ohio State Employee Assistance Program or a medical appointment,
We know this can be a difficult time and encourage you to contact the Ohio State Employee Assistance Program at 614-292-4472 or 800-678-6265.
Please feel free to contact me if you have any questions or concerns.
Sincerely,
Name
Title
Note: Items appearing in bold are required in the letter
Example: Unpaid Administrative Leave Letter

Date
Employee name
Employee address
Dear [Employee name]:
I have been informed of the allegations filed against you with the ______________________Court. This letter is to notify you that you have been placed on administrative leave without pay effective immediately. You will be on administrative leave without pay pending a fact finding investigation to be conducted by the Office of Human Resources. You will be contacted by (Employee and Labor Relations Consultant or investigator) to schedule a time to meet with you to discuss the allegations. Upon conclusion, (consultant or investigator’s name) will inform you of the outcome of the investigation and next steps.
Pending this investigation, I request that you immediately return any and all university property and keys currently in your possession. You can make arrangements to deliver university property by contacting _____________ at __________. You must obtain permission from your contact person to be on Ohio State campus while on administrative leave unless you have a prearranged meeting with Ohio State EAP or a medical appointment,
You are expected to not delete any emails, documents and/or materials produced during your tenure as an Ohio State employee. Please know that your access to university computers has been removed until further notice. 
Please feel free to contact me if you have any questions or concerns.
Sincerely,
Dean or Vice President
The Ohio State University
Note: Items appearing in bold are required in the letter
Example: Unpaid Administrative Leave Investigation Letter

(Prepared by OHR)
Date
Employee name
Employee address
Dear [Employee name]:
RE: Schedule meeting and Administrative leave
Dear ______________________:
This letter is a follow up to the communication issued by [Dean/VP’s name] formally placing you on administrative leave without pay effective (date). 
You will be on administrative leave without pay pending a fact finding investigation. In order to conduct this investigation, it will be critical that you schedule a time to meet with me as soon as possible. This meeting will provide you with an opportunity to respond to the allegations filed against you and will also assist the university in determining your continued employment status. If you are represented by counsel, please forward this letter to your attorney immediately and ask her/him to fax a letter of representation to my attention at 614-_____________. Upon receipt of this letter, I will contact him/her to schedule a meeting with both of you.
Please feel free to contact me to discuss any questions or concerns. I can be reached at 
614-_____________.
Sincerely,
[Name]
Employee/Labor Relations Consultant/Investigator
Office of Human Resources
The Ohio State University
Note: Items appearing in bold are required in the letter
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