[Company Name] [Company Address] [City, Province/State, Postal Code] Phone: [Company Phone Number] Email: [Company Email Address]
Date: [Date]
Subject: Termination of Employment
Dear [Employee Name],
This letter is to formally notify you that your employment with [Company Name] will be terminated effective [Last Working Day – e.g., January 15, 2025].
Reason for Termination (check one): ☐ Performance issues ☐ Violation of company policy ☐ Misconduct ☐ Redundancy / Position eliminated ☐ End of contract ☐ Probation not successfully completed ☐ Other: _______________________
Details / Explanation (optional): ________________________________________________________________________ ________________________________________________________________________
Final Pay & Benefits: - Last payroll date: ______________________ - Outstanding vacation/holiday pay: ☐ Yes ☐ No - Details: ______________________________________________________________ - Return of company property required: ☐ Yes ☐ No - Items: ______________________________________________________________ - Benefits termination date: _________________________________________
Exit Process: Employee is requested to complete the following before departure: ☐ Exit interview ☐ Return of equipment ☐ Final timesheet submission ☐ Other: ______________________________________________________________
Additional Information: You will receive any additional documents required by law or company policy, including: - Record of Employment (ROE) - Final pay statement - Benefits information
If you have questions, please contact [HR Contact Name], [HR Contact Title] at [HR Email/Phone].
Sincerely,
[Manager or HR Name] [Title] [Company Name]
