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ERNEST ORLANDO LAWRENCE BERKELEY NATIONAL LABORATORY


1 Cyclotron Road

Berkeley,  CA 94720


Non-Renewal/Early Termination of Term or Limited Appointment
<date>

<Name>

<Home Address>

Dear <name>:

On <date> you began a <full time/part time> appointment as a <working title><classification> in the <division/department/group>.

For Non-renewal: As you know, your <term/limited> appointment is scheduled to end on <date>
For Term Appointments: Unfortunately, your appointment will be terminated effective <date> due to <state reason….e.g. lack of funding/lack of work>.

For Limited Appointments: This appointment was scheduled to end on <date> or upon reaching 900 hours in a rolling 12-month period. You will reach the hourly limitation on <date>. As a result, your limited appointment will end on that date.

Thank you for the contributions you have made during your appointment at Lawrence Berkeley National Laboratory. We wish you the best in your future endeavors.

If you have any questions, please feel free to contact me. <I/A representative from your HR Center> will be contacting you to schedule and Exit Appointment.

Sincerely,

<Supervisor>

<Group Name>

<Department>

<Division>

cc: <Division Director>

     <Department Head>

     <HR Center Manager>

      Personnel File
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