TERMINATION LETTER FOR POOR PERFORMANCE

[COMPANY LETTERHEAD]

[DATE]

[EMPLOYEE NAME]

[EMPLOYEE ADDRESS]

[CITY, STATE, ZIP CODE]

RE: Termination of Employment for Poor Performance

Dear [EMPLOYEE NAME],

This letter serves as formal notice that your employment with [COMPANY NAME] is terminated effective [TERMINATION DATE], due to ongoing poor performance. This decision follows a thorough review of your work performance and prior discussions regarding the same.

1. EMPLOYMENT DETAILS

1.1 Employee Name: [EMPLOYEE NAME]

1.2 Job Title: [JOB TITLE]

1.3 Department: [DEPARTMENT]

1.4 Date of Hire: [DATE OF HIRE]

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

1.6 Termination Effective Date: [TERMINATION DATE]

2. REASON FOR TERMINATION

2.1 Your termination is based on poor performance, as documented in your performance evaluations and prior disciplinary actions.

2.2 Specific performance deficiencies include: [DESCRIBE SPECIFIC PERFORMANCE ISSUES, E.G., FAILURE TO MEET SALES TARGETS, MISSED DEADLINES, UNSATISFACTORY WORK QUALITY].

2.3 Prior warnings and performance improvement plans were provided on the following dates: [LIST DATES OF WARNINGS OR PERFORMANCE IMPROVEMENT PLANS].

3. FINAL COMPENSATION AND BENEFITS

3.1 Your final paycheck, including all wages earned through [TERMINATION DATE], will be issued on [PAYCHECK DATE] in accordance with applicable law.

3.2 Accrued and unused vacation pay, if any, will be included in your final paycheck as required by law or company policy.

3.3 Your health insurance benefits will continue until [BENEFITS END DATE], unless you elect COBRA continuation coverage.

3.4 Any other benefits, such as [401(K), STOCK OPTIONS, ETC.], will be handled according to the terms of the applicable plans.

4. COMPANY PROPERTY

4.1 You are required to return all company property, including but not limited to [LIST ITEMS: LAPTOP, KEYS, ID BADGE, CELL PHONE, ETC.], by [RETURN DATE].

4.2 Failure to return company property may result in deductions from your final paycheck as permitted by law.

5. CONFIDENTIALITY AND NON-DISCLOSURE

5.1 You remain bound by the confidentiality and non-disclosure obligations set forth in your employment agreement or any separate confidentiality agreement.

5.2 You must not disclose any confidential or proprietary information belonging to [COMPANY NAME] to any third party.

6. NON-SOLICITATION AND NON-COMPETITION

6.1 If applicable, you remain bound by any non-solicitation and non-competition covenants as outlined in your employment agreement.

6.2 These obligations survive the termination of your employment.

7. RETURN OF DOCUMENTS

7.1 You must return all documents, records, and files (in any format) containing confidential or proprietary information of [COMPANY NAME] by [RETURN DATE].

8. COOPERATION

8.1 You agree to cooperate with [COMPANY NAME] in the transition of your duties and in any related matters as reasonably requested.

9. RELEASE OF CLAIMS

9.1 In consideration of the severance pay and benefits described in Section 10, you agree to release [COMPANY NAME] from any and all claims arising out of your employment or termination, as set forth in the attached Release of Claims.

9.2 You acknowledge that you have been advised to consult with an attorney before signing the Release of Claims.

10. SEVERANCE PAY AND BENEFITS

10.1 You will receive severance pay of [SEVERANCE AMOUNT] , payable in accordance with [COMPANY NAME]'s severance policy.

10.2 Severance is contingent upon your signing and not revoking the attached Release of Claims.

10.3 If you do not sign the Release of Claims, you will not be eligible for severance pay or benefits.

11. UNEMPLOYMENT INSURANCE

11.1 You may be eligible to file for unemployment insurance benefits. [COMPANY NAME] will not contest your claim unless required by law.

12. REFERENCES

12.1 All future reference requests will be directed to [HR CONTACT NAME] at [HR CONTACT EMAIL] or [HR CONTACT PHONE]. [COMPANY NAME] will provide only dates of employment and job title, unless you authorize otherwise in writing.

13. GOVERNING LAW

13.1 This letter and any disputes arising from it shall be governed by the laws of the State of [STATE].

14. ENTIRE AGREEMENT

14.1 This letter, together with the attached Release of Claims, constitutes the entire agreement between you and [COMPANY NAME] regarding your termination and supersedes all prior agreements, whether written or oral.

15. ACCEPTANCE

15.1 Please sign and date below to acknowledge receipt of this letter. Your signature does not indicate agreement with the reasons for termination, but confirms that you have received this letter.

Employee Signature: ______________________________

Date: ______________________________

[EMPLOYEE NAME]

For [COMPANY NAME]:

Signature: ______________________________

Date: ______________________________

[COMPANY REPRESENTATIVE NAME]

[COMPANY REPRESENTATIVE TITLE]

[COMPANY NAME]

[COMPANY ADDRESS]

[CITY, STATE, ZIP CODE]

[COMPANY PHONE NUMBER]

[COMPANY EMAIL ADDRESS]
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