
Termination Notice
[Date]
[Employee Name]
[Employee Address]
[City, Province/State, Postal Code]

Subject: Notice of Termination of Employment
Dear [Employee Name],
This letter confirms that your employment with [Company Name] will end effective [Termination Date]. This decision has been made following careful consideration and in accordance with company policy. 
In regards to final pay and compensation, you will receive:
· Payment for all wages earned up to your final day of employment
· Payment for any accrued and unused vacation, where applicable
· [Severance pay, if applicable]
· [Other compensation or entitlements required by local law or company policy]
If applicable, your group benefits coverage will continue until [Date], in accordance with company policy and applicable laws. 
Please return all company property by [Date], including but not limited to:
· Keys or access cards
· Uniforms
· Equipment or tools
· Company devices
· Documents or confidential materials
Failure to return company property may result in further action as permitted by law.
We thank you for your contributions during your time with [Company Name] and wish you success in your future endeavors. If you have any questions, please contact [Contact Name] at [Phone Number or Email].
Sincerely,
[Manager Name]
[Title]
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