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Termination Letter



Dear [Employee Name],

This letter is to inform you that your employment with [company name] will end on [Termination Date]. 
You have been terminated for the following reason(s):
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The below steps will be taken as a result of your termination:
· You will receive [Mention any financial payments that will be provided to the employee, including their salary, unused leaves and vacations, etc.]
· Your health care benefits will [Explain what will happen to the employee’s heath care package]
· You are requested to return [List all company assets that have to be returned]
· You have to sign [Mention any documents or agreements the employee has to sign before leaving, such as confidentiality policy]

[bookmark: _GoBack]If you have any questions regarding the documents to be signed, your compensation, benefits, or company assets, please contact [HR Name].

Sincerely,
[HR Name]
[HR Signature]
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