 30-DAY NOTICE OF TERMINATION LETTER TEMPLATE – 
OVER-INCOME AT RECERTIFICATION


Subgrantee Letterhead


Date 

Job seeker’s name
Address

RE: 30-day Notice of Termination from Senior Community Service Employment Program (SCSEP) – Over-income at Recertification

Dear (insert job seeker’s name):

[bookmark: _Int_stMrlVru]A review of your eligibility documentation submitted for SCSEP Recertification reveals that your income exceeds the established threshold, and you are no longer eligible to continue participation in SCSEP. This letter is to inform you that 30 days from today, you will be formally exited from the SCSEP sponsored locally by the (insert name of subgrantee) and funded by the Center for Workforce Inclusion.

Your last day of enrollment will be (insert date). You will be allowed to continue training at your Community Service Assignment until your date of exit.

To inquire about employment assistance services offered through the local Workforce Innovation and Opportunity Act One Stop Career Center system, please contact:
(Provide contact information for One Stop Career Center/American Job Center closest to job seeker.)

You have the right to file a complaint regarding your termination. If you wish to do so, our agency’s grievance procedure is provided in your Participant Handbook and a copy is enclosed. (provide copy with letter)



Sincerely,

XXX
Project Director

CC: Host Agency Supervisor
       Job seeker file
       Program Officer, CWI Works  
