


Verification of Employment Termination Letter


[Your Name]
[Your Title]
[Company Name]
[Company Address]
[City, State, ZIP Code]
[Date]

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

Dear [Employee's Name],

I am writing to confirm the termination of your employment with [Company Name]. This decision comes after a thorough review of the circumstances surrounding your employment and performance.

Your employment with our company will officially terminate on [Last Working Day], which will serve as your last day with [Company Name]. We appreciate your contributions during your time here and wish you the best in your future endeavors.

As part of this process, we kindly request that you return any company property or materials in your possession, including [List Any Specific Items or Documents]. Please arrange for this return by no later than your last working day.

Your final compensation, including any remaining salary, unused leave days, and reimbursements, will be processed in accordance with our standard procedures. Expect to receive your final paycheck on [Date of Final Paycheck].

If you have any questions or need assistance regarding your departure, please feel free to contact our Human Resources department. You can reach out to [HR Contact Name] at [HR Contact Email] or [HR Contact Phone].

We appreciate your dedication and commitment to [Company Name] and wish you the best in your future professional endeavors. Thank you for your time with us.

Sincerely,

[image: C:\Users\user\Dropbox\Single Fighter\Posting\templatenum.com\templatenum.png][Your Name]
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Dear [Employee's Name],

 

 

I am writing to confirm the termination of your employment with [Company Name]. This decision comes 

after a thorough review of the circumstances surrounding your employment and performance.

 

 

Your employment with our company will officially terminate on [La

st Working Day], which will serve as 

your last day with [Company Name]. We appreciate your contributions during your time here and wish 

you the best in your future endeavors.

 

 

As part of this process, we kindly request that you return any company property 

or materials in your 

possession, including [List Any Specific Items or Documents]. Please arrange for this return by no later 

than your last working day.

 

 

Your final compensation, including any remaining salary, unused leave days, and reimbursements, will 

be processed in accordance with our standard procedures. Expect to receive your final paycheck on 

[Date of Final Paycheck].

 

 

If you have any questions or need assistance regarding your departure, please feel free to contact our 

Human Resources department. 

You can reach out to [HR Contact Name] at [HR Contact Email] or [HR 

Contact Phone].

 

 

We appreciate your dedication and commitment to [Company Name] and wish you the best in your 

future professional endeavors. Thank you for your time with us.

 

 

Sincerely,

 

 

[

Your Name]

 

