EMPLOYMENT TERMINATION LETTER
Date: //2025
Location: ___________________
To,
Mr./Ms. _______________________
Employee ID: _________________
Designation: _________________
Department: _________________
[Company Name]
[Employee Address]
Subject: Termination of Employment
Dear Mr./Ms. ___________________,
This letter serves as formal notice of the termination of your employment with [Company Name], effective from //2025.
1. REASON FOR TERMINATION
Your employment is being terminated due to:
[Select applicable reason and customize accordingly:]
· Violation of company policy;
· Continued unsatisfactory performance despite warnings and support;
· Redundancy/restructuring of the business;
· Misconduct following an internal investigation.
Despite previous warnings and support provided, the Company has concluded that your continued employment is not feasible under the circumstances.
2. NOTICE PERIOD & FINAL WORKING DAY
As per your employment contract and applicable laws, you are being provided with:
· Notice of ___ days/months, with your final working day being //2025.
· Payment in lieu of notice.
3. FINAL SETTLEMENT
You will be paid the following as part of your full and final settlement:
· Salary up to your last working day;
· Payment in lieu of unused leave (if any);
· Any reimbursements or dues as per company policy.
The final settlement will be processed within ___ days of your last working day, subject to clearance of all dues and company property.
4. CONFIDENTIALITY & NON-DISCLOSURE
As per the terms of your employment agreement, your obligations regarding confidentiality and non-disclosure of proprietary information shall survive this termination.
5. REFERENCE
The company may (or may not, depending on circumstances) provide an experience or reference letter, subject to internal approvals and compliance with exit procedures.
We thank you for your time and efforts with [Company Name] and wish you the best in your future endeavors.
Yours sincerely,
For [Company Name]
_________________________
Authorized Signatory
Designation
Company Seal (if applicable)
EMPLOYEE ACKNOWLEDGMENT:
I, __________________________, acknowledge receipt of this Termination Letter and agree to comply with all exit formalities.
Signature: ____________________
Date: ________________________

