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[bookmark: _d1pgywne5asw]Employee Termination Letter Templates

[bookmark: _vko21yp193u0]Termination Letter Due to Cause
(Date)

Subject line: Notice of termination

Dear (employee name),

This letter is to inform you that your employment as (name of position) at (company name) is officially terminated effective (date of termination).

You have been terminated due to the following reasons:

(A detailed list or explanation of why you are terminating the employee. Include timelines, incident reports, investigation details, a list of policies violated, and other relevant information.)

Please surrender the following by (date):

(a list of company property endorsed to the employee)

Access to (platforms and tools) will also be revoked by (date and time).

Please expect to receive your last pay by (date). Your final paycheck will include (salary, leave encashment, or other benefits). A detailed computation breakdown will also be provided.

In addition, keep in mind that you have signed (agreements or policies such as confidentiality agreements, NDAs, and non-compete documents). Attached are copies of said documents for your reference.

If you have any questions, you may contact (name of company representative) at (contact details).

Regards,
(Name), (Position)
(Company name)
[bookmark: _ulrtwslwueeg]Termination Letter Due to Layoffs
[bookmark: _xtqrozbtr76c](Date)

Subject line: Company layoff

Dear (employee name),

We regret to inform you that (name of company) needs to let some of its employees go due to (reason for laying off). Unfortunately, your role is affected, and we would need to end your employment effective on (date).

We understand this will cause challenges for you, and we intend to make the offboarding process smooth for everyone.

We also request you return the following company-issued items on or before (date):

(a list of company property endorsed to the employee)

Please be informed that your access to (company tools and platforms) will be revoked by (date).

We appreciate the time you have worked with us and wish you all the best in the future.

For any questions, please don’t hesitate to contact (name of company representative) at (contact details).

Regards,
(Name), (Position)
(Company name)

[bookmark: _tjsf8413t8l5]





[bookmark: _g6m26x4i2ljm]Termination Letter Ending Contract
(Date)

Subject line: End of contract

Dear (name),

Please be informed that we no longer require your services by (date).

We thank you for providing us with excellent (type of service), but due to (reasons), we had to end our contract.

Please submit all pending deliverables by (date). We will settle all outstanding bills by (date), so please send all invoices by (date).

In addition, please be advised that you will lose access to (company-owned platforms and tools) by (date).

Once again, we thank you for your time working with us. We wish you all the best in your future projects.

Please feel free to reach out to (name) at (contact information) if you have any questions.

Sincerely,
(Name)
(Position), (Company Name)

image1.jpg




