
TERMINATION LETTER TEMPLATE

Legal Disclaimer: This document is intended for informational purposes only, and does not constitute legal information or advice. 
This information and all HR Support Center materials are provided in consultation with federal and state statutes and do not encompass 
other regulations that may exist, such as local ordinances. Transmission of documents or information through the HR Support Center 
does not create an attorney-client relationship. If you are seeking legal advice, you are encouraged to consult an attorney.

The Termination Letter Template begins on the following page. Discard this cover page and 
customize the letter by adding text to the gray fields. 

How to Use this Document:



TERMINATION LETTER

Dear

 
As we have discussed, your employment will terminate at the close of business on 
The reason for your termination is based on specific factors: 

Your exit interview is scheduled for

Information regarding the termination process will be further discussed during the meeting. Employees are 
required to return all company property and equipment upon termination. Please advise us if your address 
changes to ensure that you receive all notices and documents from the company.

For further questions please contact 

Sincerely,


	Physical Demands: 
	Employee’s Name: [Employee’s Name],
	Exit Interview Date: 
	Contact Info: 
	Header: [Date]

[Name]
[Street Address]
[City, State ZIP]

	Signature: [Name]
[Title]
[Company]



