

Termination Letter to Employee for Unacceptable Behavior

[Your Name]
[Your Title]
[Company Name]
[Company Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]

[Date]

[Employee's Name]
[Employee's Address]
[City, State, ZIP Code]

Dear [Employee's Name],

I am writing to formally inform you of your employment termination with [Company Name] effective [Termination Date]. This decision has been made as a result of your continued unacceptable behavior, which is in violation of our company policies and expectations for employee conduct.

Throughout your employment with [Company Name], we have taken multiple steps to address the issues related to your behavior, including verbal and written warnings, and opportunities for improvement. Despite these efforts, we have not witnessed the required changes in your conduct, and the negative impact on our work environment persists.

Specifically, the following instances of unacceptable behavior have contributed to this decision:

[Provide a clear and factual description of the incidents, dates, and any previous warnings.]

These behaviors are in direct violation of our company's code of conduct and policies, which we expect all employees to adhere to.

To ensure a smooth transition, you will be provided with [number of weeks] weeks of severance pay in accordance with our company policy. Your final paycheck, which will include any accrued vacation days and unused benefits, will be delivered to you on your regular payday following your termination date.

You are required to return all company property, including [list of items], to [Designated Person] by [Date of Return]. Failure to do so may result in deductions from your final paycheck.

[image: C:\Users\user\Dropbox\Single Fighter\Posting\templatenum.com\templatenum.png]We will also provide you with information regarding your rights to continue health insurance coverage through COBRA, if applicable.

You have the right to appeal this decision. If you wish to do so, please submit your appeal in writing to [Name and Title of Appeal Authority] within [number of days] days from receiving this letter.

We understand that this may be a challenging time for you, and we are committed to providing you with any support necessary during this transition period. If you have any questions or need further clarification regarding this termination, please contact [HR Contact Name] at [HR Contact Email] or [HR Contact Phone].

We sincerely wish you the best in your future endeavors, and we hope that you will use this experience as an opportunity for personal and professional growth.

Sincerely,

[Your Name]
[Your Title]
[Company Name]
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