
WRITING A TERMINATION LETTER

Sample termination letters to help you create them quickly and easily. Includes a template, essential information, and
video tutorial.

It should be printed on company stationery and either handed to the employee at the termination meeting or
mailed to the employee's known address with signed return receipt recommended. Notice of Termination for
Falsifying Information - Lying is not a good idea unless you want to receive a letter like this. In that case, the
employer-employee relationship is regulated by the terms of the contract. This decision cannot be changed. At
that time you were given a second warning and informed that a third case within a year would result in your
termination. Sample Termination Letter This is a termination letter example. The company provided you with
two additional weeks of task-specific training with a coach during the first quarter of  You can discuss the
termination with the employee, but it is best to have a written notification. Especially if you plan on using a
sample termination letter for cause. Related Stories. On October 18, , you were again absent from work,
without leave. Under usual circumstances, the manager or supervisor and a representative from Human
Resources will hold a termination meeting with the employee. Catherine Smith Myron, Illinois Dear
Catherine, This letter confirms our discussion today that your employment with Willis Corporation is
terminated effective immediately. As a result, your employment has been terminated. Your supervisor gave
you three written reminders of the need for performance improvements in and again noted the need for
additional improvement in your performance appraisal. Since that appraisal, it has become apparent that your
job performance simply is not consistent with the requirements of your position. If you have any information
about our customers, employees or other stakeholders stored on paper or on your personal devices, you must
delete it immediately. Your employment was terminated for these performance reasons: On July 1, , you
received performance coaching and were informed that your performance would be required to improve if
your employment with Internet Industries Corp. As the employer, you will want to retain a copy of the
termination letter in the employee's personnel file so that you preserve a record for potential future use. You
now have more time to hang out with your kids. How do I create a severance agreement? You are requested to
return any company property such as laptops, keys, and books before the end of the day. Lead up: If you are
terminating an employee for reasons under their control, make sure to note whether they were warned, how
many times, and whether those warning were verbal, written, or both. What is the minimum notice period for
termination of employment? Your health care benefits will remain in effect for another 90 days. Use our
sample termination letter as a guide, but be mindful of the tone of your final customized version.


