Sample Termination Notice sent from Faculty Advisor to Postdoctoral Researcher in situations of insufficient funding to sustain the postdoc position
Timing: Postdocs should be given as much notice as possible. While written notice of termination must be provided at least 30 days in advance according to OSU policy, faculty members are often aware of the imminent lack of funding more than a month ahead of time and are encouraged to notify postdocs at the earliest possible time. Three months is a more realistic timeframe for postdocs of any citizenship status to find a new position, and this is especially true for visa holders, particularly those on H-1Bs, who seek to secure a new position in the U.S. Please take into consideration the special implications of this employment termination for international postdocs here on visas such as the J-1 and H-1B. Examples of issues to consider and to discuss with an international postdoc: 

· Both visa types: Immigration documents may show that they have more time left in the U.S. than they really do; the termination of their current employment affects how long they can remain in the United States. Encourage them to contact the Office of International Affairs with any questions you cannot answer.
· H-1B visa holders: Must depart the U.S. on the date their current employment ends at the department’s expense. There is no grace period. To remain in the U.S., they must find a new job, and the new employer must file and receive receipt notice for a new 
H-1B petition prior to the end of the current OSU postdoc position. 
· J-1 visa holders: Can remain in the U.S. for 30 days following their termination date but cannot use that time to find a job. To remain employed in the United States, Js must line up a new job before the end date of their current position and have OIA transfer their J to the new employer.
[LETTERHEAD]
[DATE]
[EMPLOYEE NAME]
[DEPARTMENT]
[CAMPUS ADDRESS]
Dear Dr. [NAME]:
Unfortunately, the funding that has supported your salary as a Postdoctoral Researcher is ending. I deeply regret to inform you that it is necessary to terminate your current appointment. The final date of your appointment will be [DATE].
You are encouraged to review the universities career sites (http://jobs.osu.edu/)and apply for suitable campus job vacancies. 
You will be eligible to purchase continued health benefit coverage with COBRA following your termination. You should call the Office of Human Resources Benefits at (614) 292-1050 for more information about continuing the University medical, dental, and/or vision plans in which you are currently enrolled.

Upon termination from The Ohio State University, you may be eligible to convert your Unum Life Long Term Disability coverage to an individual policy at your expense. You must convert the coverage within 31 calendar days of the coverage termination date. To obtain an application, contact the Office of Human Resources, Integrated Disability office at (614) 292-3439 or toll free at 1-800-678-6413 or visit the website at www.hr.osu.edu/benefits/disability.htm.
You may also find the information provided by the Office of Human Resources at http://hr.osu.edu/events/leavinguniversityemployment.aspx helpful (see the Involuntary Termination Due to Reduction in Force section). It discusses other benefits and items affected by the end of your appointment, including your retirement account, your possible eligibility for unemployment compensation, and your parking pass, if applicable.

Please contact the Office of International Affairs (http://oia.osu.edu) concerning your visa status for important information about when you must leave the United States, how to transfer your employment if another position is found, and other related issues. All Hs and Js must complete a Departure Form, available on the OIA website, before their appointment ends. For H-1Bs being terminated before your status end date, if you are not porting to another employer within the United States, your department is responsible for paying the reasonable cost of return transportation to your home country. NOTE: J-1s have 30 days from their termination date to depart the United States; however, if other U.S. employment is found, you must “transfer out” (request that International Affairs release your J to your new employer) before your termination date. There can be no break in employment dates between OSU and your new employer. H-1Bs must leave the United States on your termination date if no other petition has been filed.

Thank you for your services to this department. I wish you the very best in securing other employment. Please let me know what assistance I can provide you in your job search. 

Sincerely,

Faculty Advisor/PI
CC:
[NAME], Director of Human Resources, [COLLEGE]

[NAME], Program Manager, Office of Postdoctoral Programs 

[NAME], Department Administrator
