[COMPANY NAME]
[Company address]   ·   [HR contact phone]   ·   [HR contact email]

[Letter date]
EMPLOYMENT TERMINATION LETTER
RE: Termination of employment for «Employee Name»
Dear «Employee Name»,
This letter confirms that your employment with [Company name] will end effective «Termination Date» for the following reason: «Termination Reason».
TERMINATION SUMMARY
	Employee name
	«Employee Name»

	Employee ID
	«Employee ID»

	Position
	«Job Title»

	Department
	«Department»

	Last day of employment
	«Termination Date»

	Final pay date
	«Final Pay Date»



Your final pay, including any accrued and unused leave required to be paid under the law of «Work Location State», will be issued no later than «Final Pay Date».
Information about continuing your health benefits, including any rights you may have under applicable continuation coverage law, will be provided under separate cover.
Please return all company property, including keys, access cards, equipment, and any confidential materials, no later than «Termination Date» or as otherwise arranged.
If you have questions about this letter or your final pay, please contact «HR Contact».
Sincerely,

«Manager Name»
For [Company name]
Date: ____________________
This letter is not legal advice. Final pay, benefits continuation, and other termination-related obligations are governed by the signed employment agreement and applicable law.




