Template

This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Termination Letter (General)

[Date]
[Employee Name]

[Employee Address]
Dear [Employee Name],

This letter is a formal notice that your employment with [Company Name] will be terminated effective [Date]. You will receive your final paycheck on [Date], as follows:


Regular wages





$________


Accrued, unused vacation (if applicable)

$________


Total








$________

You understand and agree that the foregoing is the total sum to be paid to you by the Company.

Sincerely,

[Name]

[Title]
Receipt Acknowledged:

__________________________________________
 ________________

Employee’s Signature






Date
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