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________________________ [Date of Letter]



Dear _______________________________________ [Employee Name],

This letter is confirmation of your termination from __________________________________
[Company Name], effective as of ____________________ [date]. This decision is final.

Your employment has been terminated for the following reasons: 

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
[List facts regarding termination decisions, including dates and details].

In the past, _________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
[list any previous actions of discipline taken before termination].

As part of your termination, you will receive payment for  ____________________________
___________________________________________________________________________
___________________________________________________________________________
[any remaining benefits - including PTO, vacation, and sick days - and any additional compensation owed]. This will be paid to you ______________________________________
___________________________________________________________________________ [specific details regarding payment].

Your health care benefits will remain active for  ____________________________________
___________________________________________________________________________
[list your specific company policies on Health Insurance after termination, including COBRA].

Your retirement benefits can be  ________________________________________________
___________________________________________________________________________
[list your specific company policies on retirement benefits like 401k, retirement savings, and investment accounts].

We request that you return _____________________________________________________
___________________________________________________________________________
[company equipment and devices, including cell phones, laptops, keycard, etc.] by __________________ [specific date].

As per company policy, please bear in mind that you have signed  _____________________
___________________________________________________________________________
___________________________________________________________________________
[list any agreements they have signed, including NDAs, non-competes, etc.]. Enclosed is a copy for your records.

If you have further questions regarding your termination, please contact ________________
___________________________________________________________________________
[name and contact information of the appropriate HR manager]. 

Sincerely,

__________________________________________ [Name of manager handling termination]
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