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[Date]

[Employee Name]
[Classification]
[Department]


Dear [Name]:

Due to your unsatisfactory performance as a [Classification], you are being rejected during your probationary period effective today, in accordance with Rule V of the Civil Service Commission Rules & Regulations.

You are being rejected (due to performance concerns, unsatisfactory attendance record, etc.) [state specific reasons].  

If you prefer to resign, you may do so by providing me with written notice of such by 4:00 p.m. on [Next Day], and this probationary rejection will be changed to a resignation. 

Respectfully, 


[Supervisor’s Name]
[Title]

CC: [Department Director]
       [Civil Service and Personnel Director]
       [Director of Human Resources]
       [Assistant Law Director – Labor and Employment]
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