
 

 

Sample Termination Letter 

[TO BE TYPED ON LETTERHEAD OF EMPLOYER] 

[NAME OF EMPLOYEE] 

[ADDRESS OF EMPLOYEE] 

Dear [NAME OF EMPLOYEE]: 

This letter will confirm our discussion of today’s date, at which time you were advised 
that your employment with [NAME OF EMPLOYER] is terminated immediately for just 
cause. 

On [DATE], you engaged in the following behaviour: 

[BRIEF DESCRIPTION OF CONDUCT LEADING TO TERMINATION FOR JUST 
CAUSE] 

Prior to this date you had been given the following warnings with respect to your 
conduct: 

[DATE] [NATURE OF DISCIPLINARY ACTION] 

You will be provided with your final pay and all accrued vacation pay to today’s date.  

Yours very truly, 

 

Disclaimer: This document is not intended to create a lawyer-client relationship. 

You should not act or rely on any information in this document without first 

seeking legal advice. This material is intended for general information only and 

does not constitute legal advice. If you have any specific questions on any legal 

matter, you should consult a professional legal services provider. 

 

 


