
 
 

 
 
Date: 
 
 

Termination Letter 
 
 

Dear [Employee Name], 
 
We regret to inform you that your employment with [Company Name] will be terminated 
effective [Termination Date]. The reason for this decision is [Reason for Termination]. You 
will receive your final paycheck, including any remaining benefits, by [Date]. 
 
We appreciate your efforts during your tenure and wish you all the best. 
 
 
 
 
 
Humen Resources Department  


