[Date letter is drafted]
[Employee first and last name],
This letter is to inform you that your employment with [company name] will end as of [date termination is effective].
Your dismissal is due to the following reason(s):
[List factual and detailed reasons for termination]
This decision has been finalized.
You will receive: [List compensation and benefits they will receive]
Your health care benefits will [explanation of what will happen with their benefits including life insurance].
Your retirement benefits will [explanation of what will happen with their retirement benefits such as a 401k].
You are requested to return [list all company property to be returned].
Also, please keep in mind that you have signed and agreed to [list agreements employee has signed].
If you have questions regarding your compensation, benefits, signed policies or returning of company property, please contact [name of contact, usually an HR professional, and contact info].
Sincerely,
[Your name, if handling the termination]
Termination letter samples

Review the following termination letter examples to help guide your writing:

Termination letter without cause

This is an example of a letter of separation due to downsizing.

Example:
Oct. 14, 2020
Dear Jim,
This letter is to inform you that your employment with Williams Construction will end as of Oct. 28, 2020.
Over the last few months, Williams Construction has experienced lack of work in our industry, leading to financial difficulties. We have explored a variety of options to increase the need for labor, but unfortunately, our efforts have been unsuccessful.
We have concluded we must reduce our workforce by 20%. We are regretful to say your position is a part of this reduction and your job title will be eliminated. This decision is final.
You will receive a final paycheck after your last day with us, and payment for the remaining leave days you have. You will also receive a $20,000 severance payment. Please sign and return the attached claim document to ensure you collect this.
Your healthcare benefits will remain in effect for 120 days post-termination.
You are requested to return your company cell phone, keys and ID badge on your last day of employment.
Please keep in mind, you have signed a number of confidentiality agreements. Please review the attached copies.
Within the next week, a representative from human resources will contact you to set up a meeting to discuss details regarding your benefits. They will also provide you with an outplacement firm service to assist you in your job search. If you have additional questions, your representative is John Wallis. He can be contacted at 444-555-6666 or jw@williamsconstruction.com.
Please accept our appreciation for your contributions during your employment with Williams Construction.
Sincerely,
[Name]
