	{company_name}
{company_tagline}
	EMPLOYEE TERMINATION LETTER


Employee Termination Letter
Formal notice regarding the end of employment
	EMPLOYEE
{employee_full_name}
	NOTICE DATE
{notice_date}

	POSITION
{job_title}
	DEPARTMENT
{department}

	EFFECTIVE DATE
{termination_effective_date}
	FINAL WORKING DAY
{final_working_day}



Dear {employee_first_name},
This letter confirms that your employment with {company_name} will end effective {termination_effective_date}.
REASON AND RELEVANT INFORMATION
	{termination_summary}



FINAL PAY BENEFITS AND OTHER ENTITLEMENTS
	{final_pay_and_benefits}



RETURN OF COMPANY PROPERTY
	{property_return_requirements}


CONTINUING OBLIGATIONS
	{continuing_obligations}


Please direct questions about final pay, benefits, or separation documents to {hr_contact_name} at {hr_contact_email} or {hr_contact_phone}.
Sincerely,
SIGNATURES
	{authorized_signature}
SIGNATURE

	{signature_date}
AUTHORIZED REPRESENTATIVE DATE


{authorized_name}
{authorized_title}
{company_name}
{company_name}  |  {company_address}  |  {company_website}




