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BERKELEY LAB




ERNEST ORLANDO LAWRENCE BERKELEY NATIONAL LABORATORY


1 Cyclotron Road

Berkeley,  CA 94720


Employee Exit Appointment Notice and Exit Packet Instructions

(used if sending notice by mail)

<date>

<Employee Address>

Dear <Employee Name>:

I understand that you will be leaving the laboratory with a last working day of <last working date>.

Enclosed are the following documents to assist you in the Termination Process:

Termination Checklist- Please fill out and bring all applicable company property to your Exit Appointment.

Medical Termination Questionnaire-Please complete and mail to Medical Services in Bldg. 26

Exit Questionnaire-Please complete and mail to Labor/Employee Relations in Bldg. 65B

COBRA Continuation Election Brochure- for your information

COBRA Rate Plan-for your information

COBRA Insurance Continuation Notice- If electing continued coverage, please complete and send to the Benefits Office in Bldg. 937-600

UCRS Account Distribution Guide-for you information

Contract Information Verification Form- Please make any corrections and bring to Exit Appointment.

Termination of Employment from Univ. of Calif. Brochure-for you information

I have also forwarded a Termination Checklist to your supervisor, <Supervisor Name>. You can work with <Supervisor Name> to complete the lower portion of the Termination Checklist prior to your last day. You should bring the Termination Checklist along with all Lab property including keys, access badge, parking permits to your Exit Appointment with <me/Supervisor’s Name>.

I have schedules your Exit Appointment for <date> at <time>, in <location>. Should you need to reschedule this appointment, please call me at <HR Rep. extension>.

Please be sure that your time has been entered and approved in LETS at least three days prior to your last working day, so that your final paycheck can be generated.

Sincerely,

<HR Representative/Supervisor>
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