Date: [Insert Date]
To: [Employee Name]
From: [Your Name and Title]
Company: [Company Name]
Subject: Termination of Employment
Dear [Employee Name],
I am writing to inform you that your employment with [Company Name] will be terminated, effective [Termination Date]. This decision was made after careful consideration and is based on [a brief factual reason, e.g., "performance concerns that have not been adequately addressed despite prior discussions and improvement plans" or "company restructuring requiring the elimination of your position"].
Details of its completion:
1. Last day of work: [Date]
1. Final Paycheck: You will receive your final paycheck on [Date], which will include payment up to your last day of work and any accrued vacation time per company policy
1. Benefits: Your health insurance and other benefits will continue until [Date]. Information about COBRA continuation coverage will be provided separately
1. Company Property: Return all company property, including your laptop, key cards, keys, and any confidential materials by [Date]
We understand that this news may be a disappointment and want to support you during this transition. [Include any applicable information about indemnity, referrals, or transition assistance if provided by company policy.]
We really appreciate the contributions you have made to our team during your time with [Company Name]. His work in [project or specific area] was particularly valuable and we recognize the effort he put into his role.
If you have any questions about this decision or need clarification on any of the details mentioned above, please feel free to contact me or our human resources department.
We wish him all the best in his future endeavors.
Sincerely
[Your signature]
[name in print]
[title]
[Company name]
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