Sample Employee Termination Letter
Print onto COMPANY LETTERHEAD

(Date)
(Employee Name)
(Employee Address)
(City, State, ZIP)
RE: Notice of Termination of Employment
Dear (Employee Name),
This letter serves as formal notice that your employment with (Company Name) is terminated, effective (date).
The decision to terminate your employment is based on repeated violations of our company policy(ies), despite prior counseling and opportunities for improvement. Specifically, you have:
· (Briefly describe violations, e.g., excessive unexcused absences or tardiness)
· (Briefly describe work performance deficiencies, e.g., failure to meet job requirements or quality expectations).
These issues were addressed with you in previous discussions and written warnings on (dates of prior warnings or performance reviews), and you were informed that failure to correct these behaviors could result in further disciplinary action, up to and including termination. Unfortunately, sufficient improvement has not been demonstrated by you.
Your final paycheck, including all wages owed and any accrued vacation (if applicable), will be provided in accordance with Oregon law. Please return any company property (keys, ID badges, equipment, etc.) by (date/time).
If you have questions about your final pay, benefits, please contact (Company representative name/department) at (telephone or email address).
Sincerely,
(Manager’s Name)
(Title)

