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Month DD, YYYY - Date of Separation Meeting
Name
Street Address
City, State Zip Code

Subject: Separation from Employment

Dear Employee’s Name, 
This letter is to inform you that your employment with Bobby Jones Links at <Club Name> will terminate on <Month DD, YYYY.>
The decision to terminate is based on specific factors. 
<Briefly state the reason for termination here.  Include only legally sound and documented reasons.  Include the BJL policy violated or specific performance issues.  See an example below:
You failed to meet performance expectations set forth by your manager and your performance improvement plan. Specifically, you were informed of these expectations and the consequences of failing to meet them on [date], [date], and [date]. Based on your failure to meet these expectations, the company has decided to terminate your employment.>
Your final pay will be through <enter date of termination>, and will be paid to you on the next regularly scheduled Bobby Jones Links payroll with a pay date of <enter pay date.>  [Define any additional pay that will be included on the final check, such as accrued but unused PTO, bonus, commission, etc.]  
Follow BJL policy regarding PTO payout.  The policy states “personal days accrued, but unused, may be paid upon separation at the discretion of BJL management.  Personal days are NOT paid if team member has not completed 52 weeks of continuous employment; termination was for cause, misconduct or unsatisfactory performance; OR the team member fails to work out adequate two-week notice.
All severance pay, which must be included with a Separation Agreement, must be approved by BJL VP of Human Resources.
Details about your eligibility for unemployment benefits and instructions on how to file a claim will be provided separately or can be found on the unemployment insurance website of the state where you were employed, typically managed by that state's Department of Labor.
Your Bobby Jones Links medical, dental, and vision insurance will end effective the last day of the month following your termination date.  You will receive a letter at your home address regarding your options for COBRA continuation of coverage.  All additional group insurance through Bobby Jones Links will terminate on the last day of the month following your termination date.  I have attached a Standard Insurance Company Life Insurance Request for Group to Individual Conversion Form if you would like to convert your life insurance policy to an individual plan.
Please return all company property and equipment. Our records indicate you are in possession of <insert company property to be returned>.
Please ensure your address is current by logging into your Paycom Employee Self-Serve (ESS) portal. You will continue to have access to Paycom ESS indefinitely so that you can access your Bobby Jones Links’ pay stubs and W-2’s in the future.  
Please contact Bobby Jones Links Human Resources at hr@bobbyjoneslinks.com with any questions.
Sincerely,
<Your Name>
General Manager
<Club Name>

Enclosures:
1. Frequently Asked Questions (on next page)
2. [Print and enclose the State Unemployment Separation Notice applicable to your state – the GM preparing this letter can download the applicable form from The Caddy Shack on www.bobbyjoneslinks.com]




Frequently Asked Questions
Can I still view my pay stubs and access my W2s? You will continue to have access to your Paycom Employee Self-Service account indefinitely.  You can access your paystubs and W2s.  Please remember to log into your personal Paycom ESS to ensure your current mailing address is up to date.
 What will happen to my Bobby Jones benefits?  If you are enrolled in Bobby Jones Links benefits, your coverage will terminate on the last day of the month following your termination date.
If you are currently on Bobby Jones Links Health benefits, you will be eligible for Continuation of Coverage for Medical, Dental, and Vision. 
[bookmark: _Hlk158299267]You have the right to COBRA (Consolidated Omnibus Budget Reconciliation Act of 1985), temporary continuation of coverage for up to 18 months. You will be receiving a packet of information regarding COBRA and enrollment information from Paycom at your residence no later than 14 days from your last day of coverage. Once you make your COBRA election and pay your premiums, your insurance will be reinstated effective retro to the date immediately following your termination date.  You are responsible for paying your COBRA premiums timely to continue coverage each month.  If you have additional questions regarding health insurance or COBRA, please contact hr@bobbyjoneslinks.com or call 678-679-0523 X326.
What will happen to my long-term disability and life insurance? If you were enrolled in Bobby Jones Links LTD and Life Insurance, coverage will end on the last day of the month following your termination date.  Please contact hr@bobbyjoneslinks.com if you are interested in converting your Group Life Insurance to an individual policy.
What if I have a balance in the Bobby Jones Links Empower 401(k) plan?  If you are participating in the Bobby Jones Links 401(k) plan, your date of termination from Bobby Jones Links will trigger a distributable event.  You have the following options:
1. You can leave your balance in the plan if it’s over $7,000.  (If under $7,000 and you take no action, you will receive a letter stating that you need to take option #2 or #3.)  
2. You can take a cash distribution which will have 20% withholding deducted by Empower and could have an additional 10% excise tax payable when you file your income taxes or
3. You can rollover your balance to the club’s new retirement plan or an IRA.
If you have an outstanding loan balance, contact Empower directly to request a loan payoff quote.  Inquiries should be directed to the Empower Participant Services Call Center at 
800-338-4015.  Registered representatives are available to assist you Monday through Friday from 6:00 a.m. to 8:00 p.m., Mountain Time, and Saturday from 7:00 a.m. to 3:30 p.m., Mountain Time.  
What if I have other questions?If you have any additional questions regarding your separation details, please contact the Bobby Jones Links Human Resources team at hr@bobbyjoneslinks.com or 678-679-0523 X326.
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