	EMPLOYEE TERMINATION LETTER
Confidential  ·  HR & Administration
	Contract No:  {ContractNumber}
Issued On:  {TODAY | formatDate:'MMM DD, YYYY'}
Effective:  {EndDate | formatDate:'MMM DD, YYYY'}



{TODAY | formatDate:'MMMM DD, YYYY'}

{CustomerSigned.Name}
{Account.BillingStreet}
{Account.BillingCity}, {Account.BillingState} {Account.BillingPostalCode}
Re:  Termination of Employment — Contract No. {ContractNumber}

Dear {CustomerSigned.Name},
This letter serves as formal written notice that your employment with {Organization.Name} is terminated, effective {EndDate | formatDate:'MMMM DD, YYYY'}. This decision has been made following careful consideration and in accordance with the terms of your Employment Contract No. {ContractNumber} and applicable employment law.
TERMINATION DETAILS
	Employee Name
	{CustomerSigned.Name}

	Position Held
	

	Contract Number
	{ContractNumber}

	Employment Start
	{StartDate | formatDate:'MMMM DD, YYYY'}

	Termination Date
	{EndDate | formatDate:'MMMM DD, YYYY'}

	Notice Period
	{ContractTerm} days

	Reason for Termination
	{Description}



Reason for Termination:  {Description}. The Company has fulfilled its obligations under the Employment Contract and applicable law in reaching this decision.
Notice and Final Pay:  Your notice period is as stipulated in your Employment Contract or applicable law, whichever is greater. Your final paycheck, including all accrued and unused leave entitlements, will be processed in accordance with applicable law and provided on or before {EndDate | formatDate:'MMMM DD, YYYY'}.
Return of Company Property:  You are required to return all company property — including but not limited to access cards, equipment, devices, and any confidential documents — to HR by your final working day. Failure to do so may result in deductions from your final pay as permitted by law.
Confidentiality and Post-Employment Obligations:  Your confidentiality, non-disclosure, and non-solicitation obligations under your Employment Contract remain in full force and effect following termination. Please review those provisions carefully.
Benefits and Entitlements:  Your eligibility for company benefits will cease on your termination date except where continuation is required by law. Please contact HR to discuss any benefit-related questions, including COBRA continuation rights where applicable.
If you have any questions regarding this notice or your final entitlements, please contact Human Resources at {Organization.Name}. We wish you the best in your future endeavours.
Yours sincerely,
{Owner.Name}
{Owner.Title}  ·  {Organization.Name}

ACKNOWLEDGEMENT — Employee acknowledges receipt of this termination notice.
	ISSUED BY
{Owner.Name}
{Owner.Title}

Signature & Date
	RECEIVED BY
{CustomerSigned.Name}
Employee Acknowledgement

Signature & Date
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