Sample Letter 4

Court Notification of Employee Termination

(Date)

(Court or Agency Name)

(Address)

(City, State  ZIP)

Subject:
(Case number)



(Employee Name)



(Employee’s Social Security Number)

Dear (Sir or Madam):

This letter hereby notifies you that the above-mentioned employee has terminated his employment with the State of Tennessee.  The following information is in response to your court order requirements on termination.

Termination date:

(Date)

Current address:

(If known.)

New Employee:

(If known specify, if not, indicate unknown).

If I can be of further assistance, please feel free to call me at (agency payroll officer phone number)

Sincerely,

(Agency payroll officer’s name)

(Title)

