Advance Notice of Separation

Date: ’ ‘

Enployee Name: ’ ‘

Enployee Position: ’ ‘

Department: ’ ‘

Dear ’ ‘

This letter serves as advance notice of your employment separation from . Your last working day will be

|

Please contact Human Resources for any questions regarding your final pay, benefits, or other concerns.

, naccordance with company policy and your enployment agreement.

We thank you for your contributions and wish you the best in your future endeavors.

Sincerely,
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