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Certified Mail, Return Receipt (NUMBER)
_________, 2016
Name
Address
City, North Carolina Zip Code
Re: 
Conference on Proposed Separation Due to Unavailability 

Dear ____________________:

This letter is to inform you that I have scheduled a conference with you at TIME on DAY, DATE, in the ________________ LOCATION.  The purpose of this conference is to discuss whether you should be separated from your employment as a ________________, Salary Grade ______, due to unavailability, pursuant to Section 11 of the State Human Resources Manual and 25 N.C.A.C. 01C.1007 (copy attached).  The planned date of separation is DATE.
Enclosed please find a copy of pages 7 and 8, Section 11, of the State Human Resources Manual, and page 45, Section 6, of the State Human Resources Manual, setting forth the requirements for separation due to unavailability.  You will be given every opportunity to discuss all of the issues raised in pages 7 and 8, Section 11, and page 45, Section 6, of the State Human Resources Manual at the conference, so please prepare accordingly. Please be prepared to propose alternative methods of accommodation. No attorney representing either side may attend this conference.  This opportunity does not include the right to present witnesses.  
<Insert efforts undertaken to avoid separation, and why efforts were unsuccessful here>
At our conference on DATE, please bring a written response to the proposed separation.
Please feel free to call ___________, Human Resources Manager, at _______________, about the contents of this letter or about our upcoming conference. 

Respectfully,

Manager’s Name
Position Title
Enclosures:
State Human Resources Manual, Section 11, Pages 7-8

State Human Resources Manual, Section 6, page 45
25 N.C.A.C. 01C.1007
cc:
Personnel File
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