Standard Termination Letter (Notice Period Served)
[Company Letterhead]
Subject: Termination of Employment
Dear [Employee's Full Name],
This letter serves as formal notification that your employment with [Company Name] is terminated, effective [Last Working Day].
This termination is due to [briefly state the reason, e.g. poor performance despite feedback and support, redundancy due to restructuring, a policy violation, or as per company policy].
As per your appointment letter and company policy, you're entitled to a notice period of [e.g. 30 days / one month]. [If the notice is being served: this period commences today. If it's a payment in lieu: you'll receive payment equivalent to (amount/duration) of salary instead.]
Your last working day will be [date]. During this period, where applicable, you're expected to complete your handover and return all company property.
Your full and final settlement, covering outstanding salary, accrued leave encashment, gratuity (if eligible), and any other dues, will be processed and credited to your account by [specify date, e.g. within 30 days of your last working day].
Please return all company assets in your possession, including but not limited to [list items, e.g. laptop, access card, keys, documents, ID badge], on or before your last working day.
Any ongoing obligations in your contract, confidentiality or non-compete clauses, for instance, remain in effect.
We genuinely appreciate your contributions during your time here, and we wish you success going forward. For any questions about this process or your settlement, please reach out to HR at [HR contact details].
Sincerely,
[Your Full Name]
[Your Designation, e.g. HR Manager]
[Company Name]
