[Your Company Logol | | | |
[Company Name] | | | |
[Company Address] | | | |
[City, State, Zipl | | | |
[Date]l | | | |
Ll
[Employee Name] | | | |

[Employee Address] | | | |

[City, State, Zip] | | | |

Ll

Dear [Employee Name], | | | |

L

This letter is to formally notify you that your employment with
[Company Name] 1is terminated, effective [Termination Date]. | | | |
L

| The reason for this termination is [Reason for Termination]. | | | |
L

| Please return any company property by [Return Date]. You will receive
your final paycheck, including any unused vacation days, within [Specify
Time Framel. | | | |

I

We wish you the best in your future endeavors. | | | |

L

Sincerely, | | | |

[Your Name] | | | |

[Your Position] | | | |

|
|
|
|
|
| [Company Name] | | | |



