EMPLOYMENT TERMINATION LETTER TEMPLATES

[COMPANY NAME]
[COMPANY STREET ADDRESS]
[COMPANY CITY, STATE, ZIP CODE]
[COMPANY PHONE NUMBER]
[COMPANY EMAIL ADDRESS]

[DATE OF LETTER]

[EMPLOYEE FULL NAME]
[EMPLOYEE STREET ADDRESS]
[EMPLOYEE CITY, STATE, ZIP CODE]

RE: NOTICE OF EMPLOYMENT TERMINATION

Dear [EMPLOYEE FULL NAME],

This letter serves as formal notice that your employment with [COMPANY NAME] will terminate effective [TERMINATION DATE]. The purpose of this letter is to confirm the terms and conditions of your separation from the company.

1. EMPLOYMENT DETAILS

1.1 Employee Name: [EMPLOYEE FULL NAME]

1.2 Job Title: [JOB TITLE]

1.3 Department: [DEPARTMENT NAME]

1.4 Date of Hire: [DATE OF HIRE]

1.5 Employment Type: [FULL-TIME / PART-TIME / CONTRACT / TEMPORARY]

1.6 Reporting Manager: [MANAGER FULL NAME]

1.7 Work Location: [WORK LOCATION ADDRESS OR REMOTE]

2. TERMINATION DETAILS

2.1 Termination Type: [VOLUNTARY / INVOLUNTARY / MUTUAL AGREEMENT / REDUNDANCY / END OF CONTRACT]

2.2 Effective Termination Date: [TERMINATION DATE]

2.3 Last Day of Active Work: [LAST DAY OF ACTIVE WORK]

2.4 Reason for Termination: [STATE REASON FOR TERMINATION]

2.5 Notice Period Provided: [NOTICE PERIOD LENGTH]

2.6 Notice Period Compliance: [YES / NO / WAIVED BY MUTUAL AGREEMENT]

3. FINAL COMPENSATION AND BENEFITS

3.1 Final Paycheck Date: [FINAL PAYCHECK DATE]

3.2 Final Paycheck Amount: [FINAL PAYCHECK AMOUNT]

3.3 Accrued Vacation Payout: [VACATION PAYOUT AMOUNT OR N/A]

3.4 Accrued Sick Leave Payout: [SICK LEAVE PAYOUT AMOUNT OR N/A]

3.5 Severance Pay: [SEVERANCE AMOUNT OR N/A]

3.6 Severance Terms: [DESCRIBE SEVERANCE CONDITIONS OR N/A]

3.7 Bonus or Commission Owed: [BONUS OR COMMISSION AMOUNT OR N/A]

3.8 Expense Reimbursement: [REIMBURSEMENT AMOUNT OR N/A]

3.9 Benefits Continuation: [COBRA / OTHER BENEFIT CONTINUATION DETAILS]

3.10 Benefits End Date: [BENEFITS END DATE]

3.11 Retirement Plan Information: [RETIREMENT PLAN DETAILS OR N/A]

3.12 Stock Options or Equity: [EQUITY TREATMENT DETAILS OR N/A]

4. COMPANY PROPERTY RETURN

4.1 Company Property to Return: [LIST ALL COMPANY PROPERTY]

4.2 Property Return Deadline: [PROPERTY RETURN DATE]

4.3 Return Location or Method: [RETURN LOCATION OR METHOD]

4.4 Condition of Returned Property: [CONDITION REQUIREMENTS]

4.5 Deduction for Unreturned Property: [DEDUCTION AMOUNT OR N/A]

5. CONFIDENTIALITY AND RESTRICTIVE COVENANTS

5.1 Confidentiality Obligations: [DESCRIBE ONGOING CONFIDENTIALITY OBLIGATIONS]

5.2 Non-Disclosure Agreement: [REFERENCE TO NDA OR N/A]

5.3 Non-Compete Agreement: [DESCRIBE NON-COMPETE TERMS OR N/A]

5.4 Non-Solicitation Agreement: [DESCRIBE NON-SOLICITATION TERMS OR N/A]

5.5 Duration of Restrictive Covenants: [DURATION PERIOD]

5.6 Governing Law for Covenants: [STATE OR JURISDICTION]

6. CONTINUING OBLIGATIONS

6.1 Duty to Cooperate: [DESCRIBE COOPERATION REQUIREMENTS]

6.2 Transition Assistance: [DESCRIBE TRANSITION DUTIES OR N/A]

6.3 Return of Documents: [DESCRIBE DOCUMENT RETURN REQUIREMENTS]

6.4 Intellectual Property Assignment: [DESCRIBE IP OBLIGATIONS OR N/A]

6.5 Non-Disparagement: [DESCRIBE NON-DISPARAGEMENT TERMS OR N/A]

7. EMPLOYEE ACKNOWLEDGMENTS

7.1 Acknowledgment of Receipt: [EMPLOYEE INITIALS]

7.2 Acknowledgment of Final Pay Terms: [EMPLOYEE INITIALS]

7.3 Acknowledgment of Benefits Information: [EMPLOYEE INITIALS]

7.4 Acknowledgment of Confidentiality Obligations: [EMPLOYEE INITIALS]

7.5 Acknowledgment of Company Property Return: [EMPLOYEE INITIALS]

7.6 Acknowledgment of Restrictive Covenants: [EMPLOYEE INITIALS]

7.7 Acknowledgment of Voluntary Agreement: [EMPLOYEE INITIALS]

8. RELEASE OF CLAIMS

8.1 General Release: [DESCRIBE RELEASE OF CLAIMS OR N/A]

8.2 Release Consideration: [DESCRIBE CONSIDERATION FOR RELEASE OR N/A]

8.3 Release Effective Date: [RELEASE EFFECTIVE DATE OR N/A]

8.4 Revocation Period: [REVOCATION PERIOD LENGTH OR N/A]

8.5 Age Discrimination Release: [ADEA RELEASE DETAILS OR N/A]

9. UNEMPLOYMENT AND REFERENCES

9.1 Unemployment Insurance Information: [STATE UNEMPLOYMENT INFORMATION]

9.2 Reference Policy: [DESCRIBE REFERENCE POLICY]

9.3 Reference Contact: [REFERENCE CONTACT NAME AND TITLE]

9.4 Reference Contact Information: [REFERENCE PHONE AND EMAIL]

10. MISCELLANEOUS

10.1 Governing Law: [STATE OR JURISDICTION]

10.2 Entire Agreement: [DESCRIBE ENTIRE AGREEMENT CLAUSE]

10.3 Amendment: [DESCRIBE AMENDMENT REQUIREMENTS]

10.4 Severability: [DESCRIBE SEVERABILITY CLAUSE]

10.5 Waiver: [DESCRIBE WAIVER CLAUSE]

10.6 Notices: [DESCRIBE NOTICE REQUIREMENTS]

10.7 Counterparts: [DESCRIBE COUNTERPARTS CLAUSE]

11. SIGNATURES

11.1 Company Representative Name: [COMPANY REPRESENTATIVE FULL NAME]

11.2 Company Representative Title: [COMPANY REPRESENTATIVE TITLE]

11.3 Company Representative Signature: ______________________________

11.4 Date Signed: [DATE SIGNED BY COMPANY]

11.5 Employee Name: [EMPLOYEE FULL NAME]

11.6 Employee Signature: ______________________________

11.7 Date Signed: [DATE SIGNED BY EMPLOYEE]

11.8 Witness Name: [WITNESS FULL NAME]

11.9 Witness Signature: ______________________________

11.10 Date Signed: [DATE SIGNED BY WITNESS]

ACKNOWLEDGMENT OF RECEIPT

I, [EMPLOYEE FULL NAME], acknowledge that I have received and reviewed this Employment Termination Letter. I understand the terms and conditions outlined herein. I have been given the opportunity to ask questions and seek legal counsel if desired.

Employee Signature: ______________________________

Date: [DATE OF ACKNOWLEDGMENT]
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