IMMEDIATE TERMINATION LETTER

[COMPANY LETTERHEAD]

[DATE]

[SENDER NAME]

[SENDER TITLE]

[SENDER COMPANY NAME]

[SENDER ADDRESS LINE 1]

[SENDER ADDRESS LINE 2]

[SENDER CITY, STATE, ZIP]

[RECIPIENT NAME]

[RECIPIENT TITLE]

[RECIPIENT COMPANY NAME]

[RECIPIENT ADDRESS LINE 1]

[RECIPIENT ADDRESS LINE 2]

[RECIPIENT CITY, STATE, ZIP]

RE: IMMEDIATE TERMINATION OF EMPLOYMENT

Dear [RECIPIENT NAME],

This letter constitutes formal notice that your employment with [COMPANY NAME] is terminated effective immediately, [TERMINATION DATE]. This decision is made in accordance with the terms of your employment agreement dated [EMPLOYMENT AGREEMENT DATE] and applicable law.

1. EMPLOYMENT DETAILS
1.1 Employee Name: [EMPLOYEE FULL LEGAL NAME]
1.2 Job Title: [JOB TITLE]
1.3 Department: [DEPARTMENT]
1.4 Employee ID: [EMPLOYEE ID]
1.5 Date of Hire: [DATE OF HIRE]
1.6 Last Day of Employment: [TERMINATION DATE]
1.7 Work Location: [WORK LOCATION]
1.8 Reporting Manager: [MANAGER NAME]

2. REASON FOR IMMEDIATE TERMINATION
2.1 Reason for Termination: [SPECIFY REASON FOR TERMINATION]
2.2 Description of Incident or Conduct: [DESCRIBE THE INCIDENT, CONDUCT, OR PERFORMANCE ISSUE IN DETAIL]
2.3 Date of Incident or Discovery: [DATE OF INCIDENT OR DISCOVERY]
2.4 Relevant Policy or Contract Provision Violated: [CITE POLICY OR CONTRACT SECTION]
2.5 Prior Warnings or Disciplinary Actions: [DESCRIBE ANY PRIOR WARNINGS OR STATE "NONE"]

3. EFFECT OF TERMINATION
3.1 All work assignments, duties, and responsibilities cease immediately as of [TERMINATION DATE].
3.2 You are not authorized to act on behalf of [COMPANY NAME] in any capacity after the effective date of this letter.
3.3 You must immediately cease using all company property, systems, and confidential information.
3.4 Any outstanding obligations under your employment agreement, including confidentiality, non-disclosure, non-solicitation, and non-competition provisions, survive termination as specified in [EMPLOYMENT AGREEMENT DATE].

4. FINAL COMPENSATION AND BENEFITS
4.1 Final Pay: Your final paycheck will include all wages earned through [TERMINATION DATE], less applicable deductions and withholdings, and will be paid on [FINAL PAY DATE] in accordance with applicable law.
4.2 Accrued Vacation or Paid Time Off: [DESCRIBE PAYOUT OF ACCRUED VACATION OR PTO, OR STATE "NONE"]
4.3 Severance Pay: [DESCRIBE SEVERANCE PAY, IF ANY, OR STATE "NONE"]
4.4 Bonus or Commission: [DESCRIBE ANY BONUS OR COMMISSION OWED, IF ANY, OR STATE "NONE"]
4.5 Expense Reimbursement: You must submit any outstanding business expense reimbursement requests by [EXPENSE SUBMISSION DEADLINE]. Approved expenses will be reimbursed in accordance with company policy.
4.6 Benefits Continuation: Your participation in company benefit plans will end on [BENEFITS END DATE], subject to the terms of each plan and applicable law. You may be eligible to continue certain benefits under [COBRA OR APPLICABLE LAW]. Information regarding benefit continuation will be provided separately.
4.7 Equity or Stock Options: [DESCRIBE TREATMENT OF EQUITY OR STOCK OPTIONS, OR STATE "NONE"]

5. RETURN OF COMPANY PROPERTY
5.1 You must return all company property in your possession or control by [PROPERTY RETURN DEADLINE], including but not limited to:

5.1.1 Laptop or computer equipment: [LIST SPECIFIC DEVICES]

5.1.2 Mobile phone or other devices: [LIST SPECIFIC DEVICES]

5.1.3 Keys, access cards, and security badges: [LIST SPECIFIC ITEMS]

5.1.4 Credit cards, expense cards, or company funds: [LIST SPECIFIC ITEMS]

5.1.5 Documents, files, and records (physical and electronic): [LIST OR DESCRIBE]

5.1.6 Other company property: [LIST ANY OTHER PROPERTY]
5.2 You must also permanently delete any company confidential information stored on personal devices or accounts and certify such deletion in writing by [DELETION CERTIFICATION DEADLINE].
5.3 Failure to return company property may result in deductions from your final pay to the extent permitted by law and may subject you to legal action.

6. CONFIDENTIALITY AND RESTRICTIVE COVENANTS
6.1 You remain bound by the confidentiality, non-disclosure, non-solicitation, non-competition, and other restrictive covenants set forth in [EMPLOYMENT AGREEMENT DATE] and any other agreement signed by you.
6.2 You must not disclose, use, or misappropriate any confidential or proprietary information of [COMPANY NAME] at any time.
6.3 You must not solicit, recruit, or hire any employees, clients, or customers of [COMPANY NAME] in violation of your agreements.
6.4 Any breach of these obligations may result in legal action, including injunctive relief and damages.

7. COMPANY PROPERTY AND INTELLECTUAL PROPERTY
7.1 All inventions, discoveries, works of authorship, and other intellectual property created by you during your employment and relating to company business remain the sole property of [COMPANY NAME].
7.2 You hereby assign and agree to assign all right, title, and interest in such intellectual property to [COMPANY NAME].
7.3 You must execute any documents reasonably requested by [COMPANY NAME] to perfect or enforce its intellectual property rights.

8. NON-DISPARAGEMENT
8.1 You agree not to make any disparaging, defamatory, or negative statements about [COMPANY NAME], its officers, directors, employees, products, or services.
8.2 [COMPANY NAME] agrees not to make any disparaging, defamatory, or negative statements about you, except as required by law or business necessity.

9. COOPERATION
9.1 You agree to cooperate with [COMPANY NAME] in the transition of your duties and responsibilities, including providing information and assistance as reasonably requested.
9.2 You agree to cooperate with any investigation, audit, or legal proceeding relating to matters within your knowledge during employment.
9.3 [COMPANY NAME] will reimburse reasonable expenses incurred in connection with such cooperation, subject to prior approval.

10. RELEASE OF CLAIMS
10.1 In consideration of [CONSIDERATION, E.G., SEVERANCE PAY], you agree to release and forever discharge [COMPANY NAME], its affiliates, officers, directors, employees, and agents from any and all claims, demands, actions, or causes of action arising out of or relating to your employment or termination, except for claims that cannot be waived by law.
10.2 This release does not apply to any rights you may have to vested benefits, workers' compensation, unemployment benefits, or any claims arising after the date of this letter.
10.3 You acknowledge that you have been advised to consult with an attorney before signing this letter and that you have had sufficient time to consider its terms.

11. NO ADMISSION OF LIABILITY
11.1 This letter is not an admission by [COMPANY NAME] of any wrongdoing, liability, or violation of any law, contract, or policy.
11.2 [COMPANY NAME] expressly denies any such wrongdoing, liability, or violation.

12. GOVERNING LAW AND DISPUTE RESOLUTION
12.1 This letter and any disputes arising out of or relating to your employment or termination shall be governed by the laws of [STATE OR JURISDICTION].
12.2 Any disputes shall be resolved through [ARBITRATION OR COURT PROCEEDINGS] in accordance with [ARBITRATION AGREEMENT OR APPLICABLE LAW].

13. ENTIRE AGREEMENT
13.1 This letter, together with your employment agreement dated [EMPLOYMENT AGREEMENT DATE] and any other agreements referenced herein, constitutes the entire agreement between you and [COMPANY NAME] regarding your termination.
13.2 This letter supersedes all prior or contemporaneous agreements, representations, or understandings, whether written or oral, relating to your termination.
13.3 No modification of this letter shall be effective unless in writing and signed by both parties.

14. SEVERABILITY
14.1 If any provision of this letter is found to be invalid, illegal, or unenforceable, the remaining provisions shall continue in full force and effect.

15. ACKNOWLEDGMENT AND ACCEPTANCE
15.1 By signing below, you acknowledge that you have read, understood, and agree to the terms of this letter.
15.2 You further acknowledge that you have been given the opportunity to consult with legal counsel and that you sign this letter voluntarily.
15.3 You understand that this letter does not create any right to continued employment or any other rights not expressly stated herein.

EMPLOYEE ACKNOWLEDGMENT

Employee Signature: ______________________________

Printed Name: [EMPLOYEE FULL LEGAL NAME]

Date: [DATE SIGNED]

COMPANY REPRESENTATIVE

Signature: ______________________________

Printed Name: [COMPANY REPRESENTATIVE NAME]

Title: [COMPANY REPRESENTATIVE TITLE]

Date: [DATE SIGNED]

WITNESS (IF APPLICABLE)

Signature: ______________________________

Printed Name: [WITNESS NAME]

Date: [DATE SIGNED]

cc: [CC RECIPIENT NAME AND TITLE]

cc: [CC RECIPIENT NAME AND TITLE]

Enclosures: [LIST ENCLOSURES, E.G., FINAL PAY STATEMENT, BENEFITS INFORMATION, COMPANY PROPERTY RETURN CHECKLIST]
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