
Immediate Termination Letter to Employee

[Your Company Logo]

[Company Name]

[Company Address]

[City, State, Zip]

[Date]

To:

[Employee’s Name]

[Employee’s Address]

[City, State, Zip]

Subject: Immediate Employment Termination Notice

Dear [Employee’s Name],

This letter serves as formal notification of the immediate termination of your

employment with [Company Name], effective as of [Date]. This decision is

non-negotiable and final.

Reason for Immediate Termination:

The reason for this immediate termination is due to [State the specific reason for the

immediate termination, such as gross misconduct, violation of company policy, etc.].

Given the severity of the situation, we have opted for immediate termination as the most

appropriate course of action.

Final Paycheck and Benefits:

You will receive your final paycheck, which will include compensation up to your last
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working day, as well as payment for any unused leave, as per company policy. Details

regarding the termination of your benefits and any actions you need to take will be

provided separately.

Return of Company Property:

You are required to return all company property, including [list items such as keys,

badge, company phone, laptop, etc.], by [specific date].

Confidentiality:

We remind you of your ongoing obligations regarding confidentiality and any proprietary

rights agreements you have entered into with [Company Name].

Questions:

Should you have any questions regarding this termination, your final compensation, or

other concerns, please contact [HR Contact Name] at [HR Contact Information].

Closing:

We regret that these circumstances have necessitated this course of action. We thank

you for your past contributions and wish you the best in your future endeavors.

Sincerely,

[Your Name]

[Your Job Title]

[Company Name]

[Your Contact Information]
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