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SEPARATION NOTICES

STATES AND REGULATIONS REQUIRING NOTICES AT TERMINATION
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AR States and Regulations: Separation Notices

Twelve states require employers to provide a separation notice to employees upon termination. This chart outlines those requirements
and links to the forms employers must provide.

Arizona
Ariz. Rev. Stat. § 23-772(d)

California
Cal. Unempl. Ins. Code § 1089

Connecticut
Regs. Conn. Agencies § 31-
222-9

Conn. Gen. Stat. §§ 31-128a
et seq.

Georgia
Ga. Code Ann. § 34-8-190(c)

Ga. Comp. R. & Regs. r. § 300-
2-7-.06

Employers must provide to employees who become unemployed a printed statement containing
information about filing for unemployment benefits.

The Take Care of Unemployment Business by Telephone or Internet pamphlet may be printed out and
provided to the employee to satisfy this requirement.

Employers must immediately notify each employee of any change in employment.

Employers must immediately provide written notice to employees of their discharge, layoff, leave of
absence, or change in employment status, along with a form DE 2320.

No written notice is required if it is a voluntary quit, promotion or demotion, change in work
assignment or location, or if work stopped due to a trade dispute.

Employers must provide the Unemployment Separation Packet/Notice to an employee at the time
of separation, regardless of the reason for separation. If it is not possible to give this packet to the
employee at the time of separation, the packet must be mailed to the employee’s last known address.

Employers must immediately provide an employee with a copy of any documented notice of the
employee’s termination of employment, including a statement explaining that the employee can submit
a written statement disagreeing with anything in the termination notice. The employer must keep the
employee’s statement in the employee’s personnel file and include it whenever the file is transmitted or
disclosed to a third party.

Employers are required to complete form DOL-800 for each worker separated regardless of the reason
for separation.

The Separation Notice must be completed, signed by the employer or authorized agent, dated, and
delivered to the separated employee on the last day of work. If the employee is no longer available at
the time employment ceases, the notice must be mailed to the employee’s last known address within
three days of the date of separation.

Form UIB-1015A — Take
Care of Unemployment
Business by Telephone or
Internet

Notice to Employee as to
Change in Relationship

Form DE 2320 — For Your
Benefit, California’s Program
for the Unemployed

Form DHCS 9061 — Notice
to Termination Employees,
HIPP Program

Form UC-61 —
Unemployment Separation
Packet/Notice

Form DOL-800 —
Separation Notice
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https://www.azleg.gov/viewdocument/?docName=https://www.azleg.gov/ars/23/00772.htm
https://des.az.gov/sites/default/files/dl/UIB-1015A_0.pdf
https://des.az.gov/sites/default/files/dl/UIB-1015A_0.pdf
https://des.az.gov/sites/default/files/dl/UIB-1015A_0.pdf
https://des.az.gov/sites/default/files/dl/UIB-1015A_0.pdf
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=UIC&sectionNum=1089.
https://www.edd.ca.gov/Payroll_Taxes/pdf/NoticetoEmployeeastoChangeinRelationship.pdf
https://www.edd.ca.gov/Payroll_Taxes/pdf/NoticetoEmployeeastoChangeinRelationship.pdf
https://www.edd.ca.gov/pdf_pub_ctr/de2320.pdf
https://www.edd.ca.gov/pdf_pub_ctr/de2320.pdf
https://www.edd.ca.gov/pdf_pub_ctr/de2320.pdf
https://edsd.org/wp-content/uploads/2017/09/5.g.-Notice-to-Terminating-Employees-HIPP-Program.pdf
https://edsd.org/wp-content/uploads/2017/09/5.g.-Notice-to-Terminating-Employees-HIPP-Program.pdf
https://edsd.org/wp-content/uploads/2017/09/5.g.-Notice-to-Terminating-Employees-HIPP-Program.pdf
https://eregulations.ct.gov/eRegsPortal/Browse/RCSA/%7B7D2838B1-7488-4F2A-A1E6-7FBFEBFAB460%7D
https://eregulations.ct.gov/eRegsPortal/Browse/RCSA/%7B7D2838B1-7488-4F2A-A1E6-7FBFEBFAB460%7D
https://www.cga.ct.gov/current/pub/chap_563a.htm#sec_31-128b
https://www.cga.ct.gov/current/pub/chap_563a.htm#sec_31-128b
http://www.ctdol.state.ct.us/HP/UC-62TwithBabel5-18.pdf
http://www.ctdol.state.ct.us/HP/UC-62TwithBabel5-18.pdf
http://www.ctdol.state.ct.us/HP/UC-62TwithBabel5-18.pdf
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=e2ca117f-be32-40c1-8823-bf6698b447c6&nodeid=ABIAAKAAIAAB&nodepath=%2FROOT%2FABI%2FABIAAK%2FABIAAKAAI%2FABIAAKAAIAAB&level=4&haschildren=&populated=false&title=%C2%A7+34-8-190.+Requirements+governing+claims+for+benefits&config=00JAA1MDBlYzczZi1lYjFlLTQxMTgtYWE3OS02YTgyOGM2NWJlMDYKAFBvZENhdGFsb2feed0oM9qoQOMCSJFX5qkd&pddocfullpath=%2Fshared%2Fdocument%2Fstatutes-legislation%2Furn%3AcontentItem%3A5VTJ-6C90-004D-84BD-00008-00&ecomp=k3d8kkk&prid=1221697e-3fd1-4803-bdd0-83b35f6be42b
http://rules.sos.state.ga.us/gac/300-2-7-.06
http://rules.sos.state.ga.us/gac/300-2-7-.06
https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol800fillable.pdf
https://dol.georgia.gov/sites/dol.georgia.gov/files/related_files/document/dol800fillable.pdf

lllinois

[Il. Admin. Code tit. 56, pt.
2720.100

Louisiana
La. Stat. Ann. § 23:1576

Massachusetts

Mass. Gen. Laws Ann. ch.
151A, § 62A

Michigan
Mich. Admin. Code r. 421.204

AR States and Regulations: Separation Notices

Employers must provide the What Every Worker Should Know About Unemployment Insurance form
to each employee separated from employment for any reason for an expected duration of seven or
more days. The form must be delivered to the employee at the time of separation or, if delivery is
impracticable, it must be mailed to the employee’s last known address within five days after the date
of the separation.

Employers must file a notice of separation from service for each employee who is separated for
any reason, which includes the date of separation, a full explanation of the cause or causes, and
all requested information about payments made to the separated employee. The notice must be
completed within three days after the date of separation.

Employers must provide a copy of the How to File a Claim for Unemployment Insurance Benefits
pamphlet as soon as practicable, but no more than 30 days, from the last day the employee
performed compensable work. The pamphlet must be provided to each employee who is separated
from work, whether permanently or temporarily.

Delivery must be made in person or by mail to the employee’s last known address.

An employer, other than an employer filing claims on behalf of employees in accordance with Mich.
Admin. Code r. 421.210, must provide each employee at the time of separation from employment a
copy of form UIA 1711.

However, this requirement is satisfied if the employer previously delivered a copy of the form to the

employee or has by any other method provided the employee an equivalent written statement notifying

the employee that:

e |f the employee loses form UIA 1711 or the equivalent written notice from the employer, the
employee can obtain a duplicate from a designated office in the establishment.

e The employee should have form UIA 1711 or the equivalent written notice from the employer
available for reference when filing a claim.

The form or equivalent written notice must contain:

e The employer’'s name and number of the employer’s account with the Michigan Unemployment

Insurance Agency;

e The address of the employer to which any request for wage or separation information, or both,

will be directed; and
e  Such other information as is required by the Michigan Unemployment Insurance Agency.

Form CLI111L — What
Every Worker Should Know
About Unemployment
Insurance

Form 77 — Separation
Notice
Must be filed online only.

Form 590-A — How to File
a Claim for Unemployment
Insurance Benefits

Form UIA 1711

— Unemployment
Compensation Notice to
Employee
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http://www.ilga.gov/commission/jcar/admincode/056/056027200B01000R.html
http://www.ilga.gov/commission/jcar/admincode/056/056027200B01000R.html
http://www.ides.illinois.gov/IDES Forms and Publications/CLI111L.pdf
http://www.ides.illinois.gov/IDES Forms and Publications/CLI111L.pdf
http://www.ides.illinois.gov/IDES Forms and Publications/CLI111L.pdf
http://www.ides.illinois.gov/IDES Forms and Publications/CLI111L.pdf
http://www.legis.la.gov/Legis/Law.aspx?d=83603
http://www.laworks.net/UnemploymentInsurance/UI_Employers.asp
http://www.laworks.net/UnemploymentInsurance/UI_Employers.asp
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleXXI/Chapter151A/Section62A
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleXXI/Chapter151A/Section62A
https://www.mass.gov/files/documents/2018/01/29/Form 590-A-English 1-26-18.pdf
https://www.mass.gov/files/documents/2018/01/29/Form 590-A-English 1-26-18.pdf
https://www.mass.gov/files/documents/2018/01/29/Form 590-A-English 1-26-18.pdf
https://dtmb.state.mi.us/ORRDocs/AdminCode/1807_2018-026TA_AdminCode.pdf
https://www.michigan.gov/documents/uia_UC1710_76109_7.pdf
https://www.michigan.gov/documents/uia_UC1710_76109_7.pdf
https://www.michigan.gov/documents/uia_UC1710_76109_7.pdf
https://www.michigan.gov/documents/uia_UC1710_76109_7.pdf

Nevada
Nev. Rev. Stat. § 612.455(3)

New Jersey
N.J. Admin. Code 12:17-3.1

New York

N.Y. Comp. Codes, R. & Regs.
128§ 472.8

Tennessee

Tenn. Comp. R. & Regs. 0800-
09-01-.02

AR States and Regulations: Separation Notices

Employers must provide the Information for the Unemployed Worker notice to each employee who is
laid off or who otherwise leaves employment.

Employers are required to provide form BC-10 to each employee who is separated permanently, for an
indefinite period, or for an expected duration of seven or more days. Employers must provide this form
to each employee at the time of separation, regardless of the reason for the separation.

Employers subject to the New York State unemployment law must inform each employee of his or her
right to file an application for unemployment benefits with a field office of the Department of Labor.

Employers must complete the Record of Employment form and provide it to every employee who
quits, is laid off, or is discharged. In case of temporary separation or any other interruption of
continued services, the information must be provided only if the employer believes it may result in
more than three days of unemployment.

Employers must furnish each separated employee with a separation notice within 24 hours of
separation from employment. However, this notice does not have to be given to any employee who
has been employed for less than a week or who will be recalled within seven days.

The employer must use the Separation Notice supplied by the Department of Labor and Workforce
Development. The employer must complete the information required on the form, unless it has
arranged with the department to submit verification of the date of separation and the reason for the
separation via an electronically transmitted method, a Mass Separation Notice, or a Mail-In Claim.

Notice NUCS 4139
— Information for the
Unemployed Worker

Form BC-10 — Instructions
for Claiming Unemployment
Benefits

Form IA 12.3 — Record of
Employment

Form LB-0489 — Separation
Notice
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https://www.leg.state.nv.us/NRS/NRS-612.html#NRS612Sec455
http://ui.nv.gov/PDFS/Information_for_Unemployed_Worker_ENG.pdf
http://ui.nv.gov/PDFS/Information_for_Unemployed_Worker_ENG.pdf
http://ui.nv.gov/PDFS/Information_for_Unemployed_Worker_ENG.pdf
https://advance.lexis.com/documentpage/?pdmfid=1000516&crid=0d5a0736-fdae-4f32-adf7-440403fdda8b&nodeid=AARAAOAAEAAB&nodepath=%2FROOT%2FAAR%2FAARAAO%2FAARAAOAAE%2FAARAAOAAEAAB&level=4&haschildren=&populated=false&title=%C2%A7+12%3A17-3.1+Instructions+to+workers+at+time+of+separation&config=00JAA1YTg5OGJlYi04MTI4LTRlNjQtYTc4Yi03NTQxN2E5NmE0ZjQKAFBvZENhdGFsb2ftaXPxZTR7bRPtX1Jok9kz&pddocfullpath=%2Fshared%2Fdocument%2Fadministrative-codes%2Furn%3AcontentItem%3A5W01-VBW0-00BY-K0G8-00008-00&ecomp=k5v8kkk&prid=76bbae91-5478-46ea-ba2c-5d5e1b2a45ea
https://myunemployment.nj.gov/labor/myunemployment/employers/letter/
https://myunemployment.nj.gov/labor/myunemployment/employers/letter/
https://myunemployment.nj.gov/labor/myunemployment/employers/letter/
https://www.labor.ny.gov/ui/dande/reg472.shtm#472X8
https://www.labor.ny.gov/ui/dande/reg472.shtm#472X8
https://www.labor.ny.gov/formsdocs/ui/IA12_3.pdf
https://www.labor.ny.gov/formsdocs/ui/IA12_3.pdf
https://publications.tnsosfiles.com/rules/0800/0800-09/0800-09-01.20091229.pdf
https://publications.tnsosfiles.com/rules/0800/0800-09/0800-09-01.20091229.pdf
https://www.tn.gov/content/dam/tn/workforce/documents/Forms/LB-0489.pdf
https://www.tn.gov/content/dam/tn/workforce/documents/Forms/LB-0489.pdf

