
(Date) 

(Employee Name and Address) 

(City, State, ZIP Code) 

 

Dear (Employee Name), 

 

I am writing to formally announce that our organization has reached a decision to terminate your 

employment without cause, effective immediately. 

We understand that this news may come as a shock and we extend our apologies for any 

inconvenience this may bring. Please be aware that, as per the laws, you are eligible to receive all 

the necessary compensation and benefits. 

In case you have any inquiries or concerns, our Human Resource team is available to assist you. We 

wish you the very best in all your future endeavors. 

 

Sincerely, 

(Your Name) 

(Company Name) 

(Company Address) 


