Termination Letter (General)

[Date]


[Employee Name]


[Employee Address]
Dear [Employee Name]

,

This letter is a formal notice that your employment with [Company] will be terminated effective [Date]. You will receive your final paycheck on [Date], as follows:


Regular wages





$________


Accrued, unused vacation (if applicable)

$________


Total








$________

You understand and agree that the foregoing is the total sum to be paid to you by the Company.

Sincerely,

[Name]


[Title]


Receipt Acknowledged:

__________________________________________
 ________________
Employee’s Signature






Date

Employer Notes:





In many states, the final paycheck must be given to the departing employee on the day of termination. Some states require that unused vacation benefits be paid upon termination. Check with your state labor department for applicable requirements.





The termination letter may also include information about when benefits provided to the employee will end, such as health insurance. Employers also must comply with applicable federal COBRA and/or state "mini-COBRA" laws for continuation of group health plan benefits, which contain very specific notice requirements.  









