
(Date) 

(Employee Name and Address) 

(City, State, ZIP Code) 

 

Dear (Employee Name), 

 

I am writing to inform you that your employment with [Company Name] is being terminated, 

effective immediately. This decision is based on your violation of [Company Name]’s policies and 

procedures, as outlined in our employee handbook. 

Specifically, we have evidence of [outline the violation]. This type of behaviour is unacceptable and 

goes against our commitment to maintain a safe and productive workplace. 

We understand that this news may come as a shock to you, but we believe that it is in the best 

interest of our company and our employees to enforce our policies consistently. Please be assured 

that you will receive all the benefits and compensation that you are entitled to, as per the law. 

 

If you have any questions or concerns, please do not hesitate to reach out to our HR department. 

Sincerely, 

(Your Name) 

(Company Name) 

(Company Address) 


