Two Weeks’ Notice Letter – Template
Here is a template of a letter that would be sent by the company:

To

[Employee name],

Due to [reasons to provide, such as – the recent financial turmoil that our company has experienced], we regret to inform you that we decided to terminate your employment. Your services will not be required by the company after (Insert Time Frame – two weeks or more).

Your last salary and any other outstanding payments shall be provided to you by the Human Resource Department.

In accordance to our regulations, you are required to complete the following procedures: A, B,C ..

Sincerely,

