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[Your Name]
[Company Name]
[Company Address] 
[City, State, Zip]

[Today’s Date]

[Recipient Name]
[Personal Address]
[City, State, Zip]

Dear [Recipient Name],

This letter is to inform you that your employment as a(n) [job title] with [company name] has been terminated effective [date or immediately].

[Explain reasons for the termination. If it’s performance-related, briefly explain how they did not meet the requirements for the position. If it’s behavior-related, explicitly name any policies that their conduct violated.]

[Reference previous attempts to correct bad behavior. Make note of any offers made for extra training or education, any prior verbal or written warnings, etc.]

[Touch on any administrative details concerning the individual. Explain what’s going to happen regarding their final paycheck and discontinuation of benefits. How will they retrieve personal items and return company equipment?]

If you have any questions or need further clarification about this letter or the termination of your employment, please contact me at [contact information].

Thank you for your contribution to [company name]. We wish you the best of luck in your future endeavors.

Regards,
[Name]
[Job title]
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