


(Insert department letterhead)


Date

Employee name
Employee address
Re:  Non-Disciplinary Termination
Dear (employee name):
The purpose of this letter is to inform you of a non-disciplinary termination of your employment as a Career Service (job title) with xxxxx Division. The termination is based on the following facts:
1. On (date), you presented Employment Authorization Documents with an expiration date of [insert expiration date]. This information was obtained in accordance with federal law and recorded on Form I-9.

2. You were notified that failure to comply with that requirement would result in King County’s inability to continue your employment, and termination would follow.
3.	You did not present the required employment authorization documentation by (date).

Given the above facts, effective (date), you will be issued a non-disciplinary termination. However, you may be eligible for rehire into your former position, (job title) if you obtain eligible employment authorization documentation within ninety (90) days of the termination date. 

If you fail to present valid employment authorization documentation before the ninety (90) day period ends, you must reapply to open positions within King County for future employment.
Please contact (HR representative), (job title) at (206) xxx-xxxx to present your documents and/or have your questions answered regarding the contents of this letter.
Sincerely,


(HR representative)
(Title)

Cc:	Applicable Ccs
Personnel File
DHR



