FULL AND FINAL SETTLEMENT LETTER

[SETTLEMENT DATE]

[EMPLOYEE FULL NAME]

[EMPLOYEE STREET ADDRESS]

[EMPLOYEE CITY, STATE, ZIP CODE]

[EMPLOYER LEGAL NAME]

[EMPLOYER STREET ADDRESS]

[EMPLOYER CITY, STATE, ZIP CODE]

RE: FULL AND FINAL SETTLEMENT OF ALL CLAIMS ARISING FROM EMPLOYMENT

Dear [EMPLOYEE FULL NAME]:

This letter sets forth the full and final settlement agreement between [EMPLOYEE FULL NAME] ("Employee") and [EMPLOYER LEGAL NAME] ("Employer") regarding the complete resolution of all claims, disputes, and matters arising out of or related to the Employee's employment with the Employer and the termination of that employment.

1. PARTIES AND EMPLOYMENT INFORMATION
1.1 Employee Name: [EMPLOYEE FULL NAME]
1.2 Employer Name: [EMPLOYER LEGAL NAME]
1.3 Employee Position/Job Title: [JOB TITLE]
1.4 Employment Start Date: [EMPLOYMENT START DATE]
1.5 Employment End Date: [EMPLOYMENT END DATE]
1.6 Employee Identification Number (if applicable): [EMPLOYEE ID NUMBER]

2. RECITALS
2.1 The Employee was employed by the Employer from [EMPLOYMENT START DATE] to [EMPLOYMENT END DATE].
2.2 The Employee's employment with the Employer terminated on [EMPLOYMENT END DATE] for the following reason: [REASON FOR TERMINATION].
2.3 The parties have disputed and/or may have disputed certain claims, demands, or causes of action arising out of or relating to the Employee's employment and the termination thereof.
2.4 The parties desire to fully and finally settle, compromise, and resolve all such claims, demands, and causes of action, whether known or unknown, without admission of liability by either party.
2.5 This Agreement is entered into voluntarily and with the advice of counsel, or with the opportunity to seek the advice of counsel, by both parties.

3. SETTLEMENT PAYMENT
3.1 In consideration of the Employee's execution of this Agreement and compliance with its terms, the Employer agrees to pay the Employee the total gross sum of [SETTLEMENT AMOUNT IN WORDS] ([SETTLEMENT AMOUNT IN NUMBERS]).
3.2 Payment shall be made by [PAYMENT METHOD, E.G., CHECK, WIRE TRANSFER, DIRECT DEPOSIT] within [NUMBER] business days following the Effective Date of this Agreement.
3.3 Payment shall be delivered to the Employee at the following address: [EMPLOYEE PAYMENT ADDRESS].
3.4 The Settlement Amount shall be allocated as follows:

3.4.1 Wages/Salary: [WAGE ALLOCATION AMOUNT]

3.4.2 Commissions/Bonuses: [COMMISSION/BONUS ALLOCATION AMOUNT]

3.4.3 Accrued Vacation/PTO: [PTO ALLOCATION AMOUNT]

3.4.4 Severance Pay: [SEVERANCE ALLOCATION AMOUNT]

3.4.5 Other (specify): [OTHER ALLOCATION DESCRIPTION AND AMOUNT]
3.5 The Employer shall issue a Form W-2 or Form 1099, as applicable, for all payments made under this Agreement.
3.6 The Employer shall withhold all applicable federal, state, and local taxes from the Settlement Amount as required by law.
3.7 The Employee acknowledges and agrees that the Settlement Amount constitutes full and complete payment for all sums owed to the Employee by the Employer, including but not limited to wages, overtime, commissions, bonuses, accrued vacation or paid time off, severance, expenses, and any other compensation or benefits.

4. RELEASE OF CLAIMS BY EMPLOYEE
4.1 In exchange for the consideration described in Section 3, the Employee, on behalf of the Employee and the Employee's heirs, executors, administrators, successors, assigns, and legal representatives, hereby fully and forever releases, acquits, and discharges the Employer, its past and present parents, subsidiaries, affiliates, divisions, officers, directors, shareholders, members, managers, employees, agents, insurers, attorneys, predecessors, successors, and assigns (collectively, the "Released Parties"), from any and all claims, demands, causes of action, obligations, damages, liabilities, and expenses of any kind whatsoever, whether known or unknown, suspected or unsuspected, arising out of or relating to any act, omission, event, or matter occurring on or before the date of this Agreement, including but not limited to:

4.1.1 Any and all claims arising under Title VII of the Civil Rights Act of 1964, as amended;

4.1.2 Any and all claims arising under the Age Discrimination in Employment Act of 1967, as amended (ADEA);

4.1.3 Any and all claims arising under the Americans with Disabilities Act of 1990, as amended (ADA);

4.1.4 Any and all claims arising under the Family and Medical Leave Act of 1993 (FMLA);

4.1.5 Any and all claims arising under the Fair Labor Standards Act (FLSA);

4.1.6 Any and all claims arising under the Employee Retirement Income Security Act of 1974 (ERISA);

4.1.7 Any and all claims arising under the Worker Adjustment and Retraining Notification Act (WARN);

4.1.8 Any and all claims arising under [STATE] Fair Employment Practices Act;

4.1.9 Any and all claims arising under [STATE] Wage Payment and Collection Law;

4.1.10 Any and all claims for wrongful termination, constructive discharge, retaliation, breach of contract, breach of implied covenant of good faith and fair dealing, defamation, invasion of privacy, intentional infliction of emotional distress, negligent infliction of emotional distress, fraud, misrepresentation, and any other tort or contract claim;

4.1.11 Any and all claims for unpaid wages, overtime, commissions, bonuses, vacation pay, sick pay, severance pay, expenses, or other compensation or benefits;

4.1.12 Any and all claims for attorneys' fees, costs, or expenses; and

4.1.13 Any and all claims arising under any other federal, state, or local statute, regulation, ordinance, common law, or public policy.
4.2 The Employee expressly waives any and all rights and benefits conferred by any statute or common law principle that would otherwise limit the effect of a release to claims known or suspected to exist at the time of execution of this Agreement.
4.3 The Employee represents and warrants that the Employee has not filed, and will not file, any lawsuit, charge, complaint, or claim against any of the Released Parties with any court, administrative agency, or other tribunal relating to any matter released herein, except as prohibited by law.
4.4 The Employee acknowledges that the Employee may hereafter discover facts different from or in addition to those now known or believed to be true with respect to the subject matter of this Agreement, and the Employee expressly agrees that this Agreement shall remain in full force and effect notwithstanding any such discovery.

5. RELEASE OF CLAIMS BY EMPLOYER
5.1 The Employer, on behalf of itself and its successors and assigns, hereby fully and forever releases, acquits, and discharges the Employee from any and all claims, demands, causes of action, obligations, damages, liabilities, and expenses of any kind whatsoever, whether known or unknown, arising out of or relating to any act, omission, event, or matter occurring on or before the date of this Agreement, except for claims arising from the Employee's breach of this Agreement, fraud, or willful misconduct.

6. NO ADMISSION OF LIABILITY
6.1 This Agreement is not and shall not be construed as an admission of liability or wrongdoing by any party. Each party expressly denies any liability or wrongdoing whatsoever.

7. CONFIDENTIALITY
7.1 The Employee agrees to keep the terms and conditions of this Agreement strictly confidential and not to disclose, discuss, or reveal the terms of this Agreement to any person or entity, except:

7.1.1 To the Employee's spouse, domestic partner, attorneys, accountants, or financial advisors, provided such persons agree to maintain confidentiality;

7.1.2 As required by law, regulation, or valid legal process; or

7.1.3 To enforce the terms of this Agreement.
7.2 The Employee further agrees not to disclose or discuss any confidential, proprietary, or trade secret information of the Employer, including but not limited to business plans, customer lists, pricing information, financial data, marketing strategies, technical data, and any other information not generally known to the public.
7.3 Nothing in this Agreement prohibits the Employee from reporting possible violations of law to any governmental agency or entity, including but not limited to the Equal Employment Opportunity Commission, the National Labor Relations Board, the Department of Justice, the Securities and Exchange Commission, or any other federal, state, or local agency, or from making disclosures protected under whistleblower provisions of applicable law.

8. NON-DISPARAGEMENT
8.1 The Employee agrees not to make any disparaging, defamatory, or negative statements, whether oral or written, about the Employer, its products, services, officers, directors, employees, or agents.
8.2 The Employer agrees not to make any disparaging, defamatory, or negative statements, whether oral or written, about the Employee.
8.3 Nothing in this Section shall prohibit either party from providing truthful testimony in response to a subpoena or other legal process, or from making truthful statements to any governmental agency.

9. RETURN OF PROPERTY
9.1 The Employee represents and warrants that the Employee has returned to the Employer all property belonging to the Employer, including but not limited to:

9.1.1 Keys, access cards, and security badges;

9.1.2 Laptop computers, tablets, mobile phones, and other electronic devices;

9.1.3 Documents, files, records, and data (including all copies thereof);

9.1.4 Credit cards, expense accounts, and financial instruments;

9.1.5 Uniforms, tools, and equipment; and

9.1.6 Any other property or materials belonging to the Employer.
9.2 The Employee further represents that the Employee has not retained any copies, duplicates, or reproductions of any Employer documents, files, or data, whether in physical or electronic form.

10. COOPERATION
10.1 The Employee agrees to cooperate fully with the Employer in connection with any investigation, litigation, or administrative proceeding relating to matters within the Employee's knowledge arising from the Employee's employment with the Employer.
10.2 Such cooperation shall include, but not be limited to, making oneself available for interviews, depositions, and testimony, and providing truthful information and documents as reasonably requested by the Employer.
10.3 The Employer shall reimburse the Employee for reasonable out-of-pocket expenses incurred in connection with such cooperation.

11. NON-COMPETITION AND NON-SOLICITATION
11.1 For a period of [NON-COMPETE DURATION] following the Effective Date of this Agreement, the Employee agrees not to:

11.1.1 Compete directly or indirectly with the Employer within [GEOGRAPHIC SCOPE];

11.1.2 Solicit, recruit, or hire any employee or independent contractor of the Employer; or

11.1.3 Solicit or attempt to solicit any customer, client, or business contact of the Employer.
11.2 The Employee acknowledges that the restrictions in this Section are reasonable and necessary to protect the legitimate business interests of the Employer.
11.3 If any provision of this Section is found to be unenforceable, the remaining provisions shall remain in full force and effect, and the unenforceable provision shall be modified to the minimum extent necessary to make it enforceable.

12. REFERENCE AND EMPLOYMENT INQUIRIES
12.1 The Employer agrees that any reference inquiries regarding the Employee shall be directed to [CONTACT PERSON NAME AND TITLE].
12.2 The Employer shall provide only the following information in response to reference inquiries: dates of employment, position held, and final salary.
12.3 The Employer shall not provide any other information regarding the Employee's employment or termination without the Employee's prior written consent, except as required by law.

13. NO PENDING CLAIMS
13.1 The Employee represents and warrants that the Employee has not filed any lawsuit, charge, complaint, or claim against any of the Released Parties with any court, administrative agency, or other tribunal.
13.2 The Employee further represents that the Employee has no knowledge of any pending or threatened claims, investigations, or proceedings against any of the Released Parties.

14. REPRESENTATIONS AND WARRANTIES
14.1 The Employee represents and warrants that:

14.1.1 The Employee has the full right, power, and authority to enter into this Agreement;

14.1.2 The Employee has not assigned, transferred, or otherwise conveyed any of the claims released herein;

14.1.3 The Employee has been given the opportunity to consult with legal counsel of the Employee's choosing; and

14.1.4 The Employee has read and understands the terms of this Agreement and enters into it voluntarily.
14.2 The Employer represents and warrants that:

14.2.1 The Employer has the full right, power, and authority to enter into this Agreement;

14.2.2 The Employer has been given the opportunity to consult with legal counsel of the Employer's choosing; and

14.2.3 The Employer has read and understands the terms of this Agreement and enters into it voluntarily.

15. CONSIDERATION PERIOD AND REVOCATION
15.1 The Employee acknowledges that the Employee has been given a period of [NUMBER, E.G., 21 OR 45] days from the date of receipt of this Agreement to consider its terms.
15.2 The Employee may accept this Agreement by signing and dating it and returning it to [RETURN CONTACT NAME AND ADDRESS] within the consideration period.
15.3 The Employee may revoke this Agreement within seven (7) calendar days after signing it by delivering a written notice of revocation to [REVOCATION CONTACT NAME AND ADDRESS].
15.4 This Agreement shall not become effective or enforceable until the seven (7) day revocation period has expired without revocation (the "Effective Date").
15.5 If the Employee revokes this Agreement, the Employee shall not be entitled to any of the consideration described in Section

3.

16. GOVERNING LAW
16.1 This Agreement shall be governed by and construed in accordance with the laws of the State of [STATE], without regard to its conflict of laws principles.

17. DISPUTE RESOLUTION
17.1 Any dispute arising out of or relating to this Agreement shall be resolved by [DISPUTE RESOLUTION METHOD, E.G., BINDING ARBITRATION, MEDIATION, LITIGATION] in [COUNTY, STATE].
17.2 The prevailing party in any such dispute shall be entitled to recover reasonable attorneys' fees and costs.

18. ENTIRE AGREEMENT
18.1 This Agreement constitutes the entire agreement between the parties with respect to the subject matter hereof and supersedes all prior and contemporaneous agreements, understandings, negotiations, and discussions, whether oral or written.
18.2 No amendment, modification, or waiver of any provision of this Agreement shall be effective unless in writing and signed by both parties.

19. SEVERABILITY
19.1 If any provision of this Agreement is held to be invalid, illegal, or unenforceable, the remaining provisions shall continue in full force and effect.
19.2 The invalid, illegal, or unenforceable provision shall be modified to the minimum extent necessary to make it valid, legal, and enforceable.

20. BINDING EFFECT
20.1 This Agreement shall be binding upon and inure to the benefit of the parties and their respective heirs, executors, administrators, successors, and assigns.

21. COUNTERPARTS
21.1 This Agreement may be executed in counterparts, each of which shall be deemed an original, and all of which together shall constitute one and the same instrument.
21.2 A facsimile or electronic copy of a signed counterpart shall be deemed as effective as an original.

22. NOTICES
22.1 All notices required or permitted under this Agreement shall be in writing and shall be deemed given when:

22.1.1 Delivered personally;

22.1.2 Sent by certified mail, return receipt requested, postage prepaid; or

22.1.3 Sent by overnight courier service.
22.2 Notices to the Employee shall be sent to: [EMPLOYEE NOTICE ADDRESS].
22.3 Notices to the Employer shall be sent to: [EMPLOYER NOTICE ADDRESS].

23. VOLUNTARY AGREEMENT
23.1 The Employee acknowledges that:

23.1.1 The Employee has read this Agreement carefully;

23.1.2 The Employee understands all of its terms;

23.1.3 The Employee has been advised to consult with an attorney;

23.1.4 The Employee has had sufficient time to consider this Agreement; and

23.1.5 The Employee enters into this Agreement knowingly and voluntarily.

24. SIGNATURES
24.1 IN WITNESS WHEREOF, the parties have executed this Agreement as of the dates set forth below.

EMPLOYEE:

Signature: ______________________________

Printed Name: [EMPLOYEE FULL NAME]

Date: [EMPLOYEE SIGNATURE DATE]

EMPLOYER:

Signature: ______________________________

Printed Name: [EMPLOYER SIGNATORY NAME]

Title: [EMPLOYER SIGNATORY TITLE]

Date: [EMPLOYER SIGNATURE DATE]

WITNESS (IF APPLICABLE):

Signature: ______________________________

Printed Name: [WITNESS NAME]

Date: [WITNESS DATE]

NOTARY ACKNOWLEDGMENT (IF APPLICABLE):

State of [STATE]

County of [COUNTY]

On this [DAY] day of [MONTH], [YEAR], before me, the undersigned notary public, personally appeared [EMPLOYEE FULL NAME], known to me or proved to me on the basis of satisfactory evidence to be the person whose name is subscribed to the within instrument and acknowledged to me that he/she executed the same in his/her capacity, and that by his/her signature on the instrument, the person executed the instrument.

Notary Public: ______________________________

My Commission Expires: [COMMISSION EXPIRATION DATE]
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