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[Today’s Date]
RAFirstname RALastname
[Hall Name and Room Number]
Oxford, OH  45056
Dear RAFirstname:

This letter is to inform you that you are being dismissed from the position of Resident Assistant in [name of residence hall] effective [date]. This decision comes following our conversations on [dates] regarding your performance as a Resident Assistant.  
Specifically, [This section should expain, in detail, the reason(s) for the dismissal.  If possible, cite the expectation that was not met.  Enumerating a series of items is appropriate.  It should be clear to someone not familiar with the situation what happened and when it happened.  References to previous times when the matter was addressed should be included.]
If you wish to appeal this decision, you have until [time, day, date] to submit a letter of appeal to [the Assoc Dir in the RA’s supervisory chain], Associate Director of Residence Life.  Your appeal should include why dismissal from the RA position should not occur.   Your appeal will be assigned to an Associate or Assistant Director of Residence Life, who will schedule a meeting with you to discuss your appeal.   Please refer to the online RA Manual for the complete procedures used when dismissal of an RA occurs.  If you choose to appeal the decision, you may continue to reside in [name of residence hall] until a decision is rendered, but your duties as an RA are suspended until that time.  If you choose to not appeal this decision you have until [time, day, date] to vacate your room.  Once your room is vacant, you must check out with me so your Room Inspection Record can be completed.
[Include the following paragraph if the RA is required to live on campus because he/she is a 2nd year student or because the RA has a signed housing contract before accepting the RA job.]  Because you are obligated to continue to reside on campus, you have been assigned to [residence hall name and room number].  I will arrange a time during which your card access will be enabled for both [name of new hall and name of current hall].  Your access to [name of current hall] will be inactive at [time] on [day, date].

Please contact me if you have any questions about the purpose or content of this letter. 
Sincerely,

SupervisorFirstName SupervisotLastName
[Job Title, name of current hall]
C:
[name of Assistant Director of Residence Life in charge of RARs], Assistant Director of Residence Life
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