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King County




MEMORANDUM

Insert date


Transmitted via Method of transmission: electronic mail, hand delivery/US certified mail, US mail
TO:
Name, Title

Department and Division

Street address

City, state, zip
RE:
Post Name Clearing Notice –Determination 
Dear Name:

This is notification that I have considered your response to the county’s proposal that X document be place in your personal file.  I have determined that it will be/not be placed in your personnel file.  My decision is based upon sustained findings that you Summarize reason for finding(e.g., Lying on an employment form; dishonesty, including theft and lying; taking or selling illegal drugs; prostitution; sexual harassment; accepting kickbacks or favors as a public employee).
Factual Basis for this decision
Specifically, on Date, you Include facts of incident, rule, code of conduct, policy and/procedure that was violated; include a discussion of the information presented at the Loudermill meeting.  
Employment History {optional}
Additionally, Add employment history, including date employee started with the county and disciplinary past history or notifications of conduct of a similiar nature
If a termination for conduct (as opposed to performance) add: 
Based upon the facts set forth above, your employment is terminated and you are ineligible for reemployment with King County.

Sincerely,
Name
Title
Department and division
Enclosure:
Exit Guide

I have received the original and one copy of this letter on this date.  My signature is an acknowledgment of the receipt of this letter.

Signature
Date



cc:
Guild, union, association rep
Investigator
Supervisor

HR Service Delivery Manager

Labor negotiator's name, Office of Labor Relations

