Termination Notice

Date: ’ ‘

Enployee Name: ’ ‘

Enployee ID: ’ ‘

Position: ’ ‘

Department: ’ ‘

E

Dear ’

This letter is to inform you that your employment with ‘ will be termnated effective ’

Reason for termmnation: ’ ‘

Please return all company property and complete the termination clearance process by your last working day.
Should you have any questions, please contact the Human Resources Department.

Sincerely,

| |
| |
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