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Fillable Form Termination Letter


This Termination Letter is from an employer to an employee and effectively terminates the employee's employment. This letter sets out the effective date and the specific reasons for termination. This Termination Letter also requests that employee return all company property. 
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What is a Termination Letter?

A Termination Letter or also referred to as a Notice of Termination, Termination Notice, or a Letter of Dismissal is a formal document used by employers to notify an employee that their employment contract has ended or terminated. A Letter of Termination is necessary because it confirms the termination meeting details and provides the employee information about when their job ends.



Termination means the end of an employee’s employment. There are two types of termination:

Voluntary and involuntary. Voluntary termination happens when the employee resigns, retires, or finishers their contract. Involuntary termination, on the other hand, happens when the company employer terminates or dismisses the employee with or without cause.



A Termination Letter Form is not usually required to be given by an employer as per the Fair Labor Standards Act (FLSA). This means that employees are hired “at will” – meaning that employers can terminate employees at any time, provided that the cause is not illegal. The employee also has the right to resign from a job at any time for any reason.



When a company lays off members or terminates a team member, it must follow a thoroughly planned process to ensure that the termination goes smoothly and safely. Here are the steps a company must do when terminating an employee:

Discuss with HR the Reason for Termination

The company employer must meet with the human resources team to discuss the reason for the employee’s termination. Both parties must clearly define why they are terminating the employee to prevent any wrongful termination lawsuit. Check the employee’s records such as performance reviews and warnings to give enough proof for the termination.

Draft the Termination Letter

Once you have gathered documents and evidence, put them together and start drafting the letter that provides all information about their termination. Have the human resource department or the company lawyer proofread and review the termination letter once you are done.

Meet with the Employee

Set a meeting with the employee to explain why you are terminating them. Make sure to schedule the meeting as soon as possible to give the employee ample time to look for a new job.

Provide Compensation and Other Benefits

Inform the employee about when they will receive their last paycheck and other benefits during the termination meeting. This is also the time you give the employee the termination letter.

Properly Escort the Employee

Escort the employee out of the building or property if they have been terminated immediately for misconduct or other severe actions.

Inform the Employee's Dismissal to the Company

Inform the rest of the team about the employee’s termination or separation from the company without providing too much detail. Explain further that the company shall move forward, which includes fulfilling the work responsibilities of the former employee.

Keep the Employee’s Documents

Keep the copies of the employee’s records, including the Termination Letter, in case the latter will file a case against the company.



A Termination Letter must include the following:

	Employee’s name, position, and department;
	Company name;
	Manager’s name;
	Letter date;
	Termination date;
	Reason for termination;
	A list of warnings or other evidence showing the justification for the employee’s dismissal
	Items that must be returned by the employee to the company;
	Employee’s information on his last paycheck, vacation pay, severance packages, and benefits;
	Non-disclosure, non-compete, and other similar agreements; and
	Human Resources Team contact information.




Let your employee inform the company should their address change before the year ends. That way, they can receive tax documents at the correct address. Also take note that the Termination Letter must be concise, accurate, and professional.



You may download a PDF copy of the Termination Letter Template from websites that offer document templates. But you may electronically fill it out on PDFRun for your convenience.

How to fill out a Termination Letter?

Enter all the necessary information in the required fields. Make sure that everything you enter is true, accurate, and correct.



Name

Enter the name of the employee.



Address

Enter the employee’s complete address.



City, State, ZIP

Enter the city, state, and ZIP where the employee resides.



Date

Enter the date.



Name

Enter the name of the employee in the greeting.



First Paragraph

The first paragraph states that the company informs the employee that the latter’s employment with the company will be terminated on the indicated effective date. This paragraph also lays down the following reasons for the termination.



Date

Enter the effective date of termination.



Name of Company

Enter the name of the company.



Reason(s)

Enter the reason(s) for termination.



Second paragraph

The second paragraph states that the company requests the employee to return all the company’s property. These shall include, but are not limited to, the following:

	Laptops
	PDAs
	Cellular phones
	Credit cards
	Printers
	Documents
	Files
	And other written or electronic company information.




Third Paragraph

The third paragraph states that the company’s HR team is available to discuss with the employee any questions or concerns they may have. They should contact the HR team at their earliest convenience, and the HR team will arrange termination matters with the employee.



Fourth Paragraph

The final paragraph informs the employee the company sincerely regrets that this termination is necessary, and it wishes them only the best in their future employment endeavors.



Signature

Affix your signature.

Frequently Asked Questions About a Termination Letter

How to file a Termination Letter?

Most company employers provide Termination Letter Form to employees as a professional courtesy and for legal recordkeeping purposes. But under US labor laws, companies are only required to provide a minimum notice period for termination, if the employee is under contract or protected by a union.



If the employee worked under a contract or is protected by a union, the minimum notice stated in the contract must be followed by companies. But if your company has more than 100 employees and you are laying off people, you must give at least 60 days' notice to your employees.



There is no requirement to create or file a termination letter, but what is essential is that the termination letter must be detailed and thorough to prevent any claims from the employee that they were dismissed without cause.

How do you write a termination letter?

A termination letter serves as notice to an employee that they are being fired from their position. The letter should be clear, concise, and professional. It is important to state the reasons for the termination and to include any final instructions or next steps for the employee.



When writing a termination letter, it is important to:

	State the reason for the termination — You will need to state the reason why the employee is being terminated. This could be due to poor performance, misconduct, or another cause. Be sure to include specific examples to back up your decision.
	Be clear and concise — The letter should be short and to the point. There is no need to go into great detail about the reasons for the termination.
	Be professional — The language in the letter should be respectful and free of any personal attacks.
	Include any final instructions or next steps for the employee — Be sure to include information on what the next steps are for the employee. This could include information on severance pay, benefits, and final paycheck. You may also want to provide a contact person for any questions they may have.




When writing a termination letter, it is important to follow these tips to ensure that the letter is clear, concise, and professional. By following these tips, you can help make the transition for both the employee and employer as smooth as possible.



What is the purpose of a termination letter?

A termination letter is a formal notice of an employee's termination from their position. This letter outlines the details of the employee's departure, including the date of their last day, any severance pay they may be entitled to, and any other relevant information. The termination letter is a necessary step in the process of terminating an employee, and it helps to protect both the employer and the employee from any potential legal issues that could arise.



Employers use termination letters to document the details of an employee's termination and to provide them with any information they need to know about their severance pay, benefits, and other rights. Termination letters also help to protect employers from potential legal issues that could arise from the termination.



When an employee is terminated, they may feel angry, upset, and confused. A termination letter can help to provide some clarity and understanding about the situation. It can also help to ensure that the employee receives any severance pay or benefits they are entitled to.



A termination letter should include:

	The date of the employee's last day
	Details about any severance pay or benefits the employee is entitled to
	Any other relevant information about the termination




Both the employer and the employee should sign and date the termination letter. This will help to ensure that both parties understand and agree to the terms of the termination.



How do you politely terminate?

If you need to terminate an employee, you should do so in a professional and polite manner. Be sure to have a solid reason for terminating the employee, and be prepared to explain your decision. It is also important to give the employee a chance to appeal the decision if they so choose.



Using a termination letter is often the best way to professionally and politely terminate an employee. This letter should state the reason for the termination, and should be clear and concise. It is also important to send this letter via certified mail so that you have proof that it was received.



Make sure that you follow your company's termination procedures, and consult with an attorney if you have any questions. By taking these precautions, you can ensure that you are terminating the employee in a legal and respectful manner.



You will also avoid any potential legal issues that could arise from improper termination. Consult your employee handbook or your human resources department for more information on your company's termination procedures.



When you are ready to terminate an employee, it is important to do so in a polite and professional manner. This can help to avoid any legal issues that could arise from improper termination. Be sure to have a solid reason for terminating the employee, and be prepared to explain your decision. You should also give the employee a chance to appeal the decision if they so choose.



One way to professionally and politely terminate an employee is to use a termination letter. This letter should state the reason for the termination, and should be clear and concise. It is also important to send this letter via certified mail so that you have proof



What to say to terminate an employee?

If you need to terminate an employee, it is important to do so in a way that is both respectful and professional. You will want to avoid any language that could be seen as hostile or confrontational. Instead, try to focus on the reasons for the termination and the future goals of the company. By focusing on these things, you can help to make the transition smoother for both parties.



Some things you might say to an employee before terminating them include:

	"We have decided to move in a different direction and will be terminating your employment with us effective immediately. We appreciate all that you have done for us and we wish you the best in your future endeavors."
	"This was a difficult decision to make, but we believe it is in the best interests of the company. We thank you for your contributions and wish you the best of luck in your future endeavors."
	"We are sorry to have to let you go, but we appreciate everything you have done for us. We wish you all the best in your future endeavors."




Regardless of what you say, it is important to remain respectful and professional throughout the process. By doing so, you can help to ease the transition for both parties involved.



Also, use the following tips to help you terminate an employee in a professional and respectful manner:

	Make sure that you have all of the necessary paperwork in order before you begin the termination process. This includes things like the employee's contract, performance reviews, and any other relevant documents.
	Avoid using any language that could be seen as confrontational or hostile. Instead, try to focus on the reasons for the termination and the future goals of the company.
	Be respectful and professional throughout the entire process. This includes things like maintaining eye contact, avoiding raised voices, and refraining from personal attacks.
	Thank the employee for their contributions to the company and wish them well in their future endeavors.
	Offer to provide assistance in finding a new job or provide references, if possible.




By following these tips, you can ensure that the termination process is handled in a professional and respectful manner.



What is a termination notice?

A termination notice is a written notice of termination that is provided to an employee by an employer. The notice may be provided to the employee at the time of their termination, or it may be given to the employee in advance of their termination date.



The notice must state the effective date of the termination and the reason for the termination. The notice may also contain information about severance pay, benefits, and other matters related to the termination.



It serves as a formal document to end the employment relationship and can be used as evidence in any future legal proceedings. Its finality also allows both parties to move on from the employment relationship.



If you have been provided with a termination notice, it is important to read the document carefully and understand your rights and obligations. You may also want to consult with an attorney to discuss your options and whether you have any legal claims against your employer.



However, in most cases, once you have been provided with a termination notice, your employment relationship with your employer has ended. And any legal claims you may have against your employer will need to be filed within the applicable statute of limitations.



What is the difference between termination and resignation?

Here are the key differences between termination and resignation:

	Termination is when an employer ends an employee's contract, while resignation is when an employee chooses to end their own contract.
	Termination can be due to performance issues, while resignation is generally voluntary.
	Termination may entitle the employee to severance pay or other benefits, while resignation generally does not.
	Termination can be sudden and unexpected, while resignation usually gives the employee time to prepare.
	Termination can be stressful and difficult, while resignation may be a positive experience if the employee is ready to move on.
	Termination can damage an employee's reputation, while resignation generally has no impact on the employee's reputation.
	Termination can be challenged in court, while resignation is usually final.
	Termination may be accompanied by an exit interview, while resignation generally is not.
	Termination can be due to a variety of reasons, while resignation is usually due to a single reason.
	Termination is usually considered negative, while resignation is generally considered positive.




These differences show that termination and resignation are two very different things. While they may both result in an employee leaving their job, the circumstances and consequences are often quite different. Therefore, it is important to understand the difference between the two before making any decisions.



What is included in a termination letter?

A termination letter typically contains the following information:

	The date of the termination — The date on which the employee is being let go.
	The employee's name and position — The full name and the job position of the employee, so there is no confusion about who the letter is for.
	The reason for the termination — The company should have a valid reason for terminating the employee, such as poor performance or misconduct.
	Notice of any severance pay or benefits that the employee is entitled to — The company should list any severance pay or other benefits that the employee is eligible for if applicable.
	Instructions on returning company property — The company should include instructions on how to return any company property, such as laptops, keys, and other items.
	A thank you for their service — Even though the employee is being terminated, it is still polite to thank them for their time with the company.




The termination letter should be clear and concise, and it should avoid using any inflammatory language. The goal is to simply state the facts and provide any necessary information in a professional and respectful manner.



When can you terminate an employee?

There are a few circumstances under which you can terminate an employee. If they have committed an act of serious misconduct, if their performance has been consistently poor, or if they have failed to meet the standards outlined in their contract, then you may have grounds for termination. However, it is always best to consult with an HR professional or employment lawyer before taking any action.



In general, you should only terminate an employee as a last resort. If there are other options available, such as counseling or coaching, you should attempt those first. Only when it is clear that the employee is not meeting the standards of the job and cannot be helped by other means should termination be considered.



When terminating an employee, it is important to be sure that you have a valid reason and that you are following the proper procedures. If not, you could open yourself up to a lawsuit. Therefore, it is always best to consult with an HR professional or employment lawyer before taking any action.



How do you fire an employee legally?

In order to fire an employee legally, you must have a valid reason for doing so. For example, if the employee has violated company policy, or if they are not performing up to standards, then you may have grounds for termination. Be sure to document any incidents that occur, so that you can later prove your case if necessary.



When firing an employee, always do so in a professional manner. Avoid using profanity or other offensive languages, and do not make any threats or promises that you cannot follow through on. It is also important to be clear about why the individual is being terminated so that there is no confusion later on. Finally, be sure to give the employee their final paycheck and any other benefits they may be entitled to.



What should you not say when terminating an employee?

When terminating an employee, you should avoid saying anything that could be construed as threatening, humiliating, or otherwise hostile. Additionally, you should not make any promises that you cannot or do not intend to keep. Avoid discussing the specific reasons for the termination, as this could open you up to legal liability. If possible, it is best to let the employee know that they are being terminated in a brief and professional manner.



What are the fair reasons for dismissal?

The following are examples of fair reasons for dismissal:

	Conduct that is incompatible with the employee's duties, such as theft or violence
	Performance that is consistently below expectations and has not improved after coaching or warnings
	Attendance that is chronically poor or has not improved after warnings
	Disruptive behavior that negatively impacts the workplace environment
	Breach of company policy, such as misuse of social media or drugs at work
	Insubordination or willful disobedience of a lawful and reasonable order
	Falsification of records, such as timesheets or expense reports
	Engaging in conflicts of interest, such as taking bribes or kickbacks
	Theft, fraud, or embezzlement
	Misuse of company property, such as using a work computer for personal purposes
	Violation of safety rules that results in a risk of serious injury or death
	Sexual harassment or other forms of unlawful discrimination or harassment
	Actions that result in a criminal conviction, such as DUI or assault




These are just some examples of fair reasons for dismissal. The reason for dismissal must be related to the employee's conduct or job performance, and it must be reasonable in light of the company's size, industry, and workplace culture. The company must have a policy in place that was violated by the employee, and the employee must have been aware of this policy. Moreover, the company must follow its own procedures for dealing with disciplinary issues before taking any adverse action against an employee.



Does termination mean fired?

No, termination does not necessarily mean fired. An employee may be terminated for a number of reasons, including poor performance, misconduct, or even layoffs. In some cases, an employee may simply resign from their position. However, in most cases, when an employee is terminated, it is due to some form of disciplinary action on the part of the employer.



Is it better to quit or be fired?

There's no easy answer to this question. It depends on your individual situation and what's best for your career. If you're considering quitting your job, be sure to weigh the pros and cons carefully before making a decision.



On one hand, quitting can be seen as a positive move if you're unhappy with your current position. It shows that you're willing to take initiative and make changes in your life when needed. It can also give you a chance to pursue other opportunities that may be a better fit for you.



On the other hand, quitting can also have negative consequences. For instance, it may damage your professional reputation or make it difficult to find another job in the future. If you're thinking about quitting, be sure to weigh all the potential outcomes carefully before making a decision.



Should a termination letter include the reason?

There is no definitive answer to this question, as there are pros and cons to including the reason for termination in a termination letter. Some employers feel that it is necessary to include the reason in order to avoid potential legal issues down the road. Others believe that it is best to simply state that the employee is being terminated "for cause" and leave it at that. Ultimately, it is up to the employer to decide whether or not to include the reason for termination in a termination letter.



However, the best practice is generally to avoid giving a specific reason for termination, as this could open up the company to legal liability. If an employer does choose to give a specific reason, it should be done so carefully and with the consultation of legal counsel. Moreover, the reason given should be business-related and not based on personal animus.



Do you need to write a termination letter?

There are several reasons why you might need to write a termination letter. Perhaps you have an employee who is not meeting your expectations, or you have a contract with another business that needs to be ended. Whatever the reason, it is important to know how to write a termination letter so that you can ensure that the process is done correctly and professionally.



When writing a termination letter, there are a few things that you will need to keep in mind. First, you will need to make sure that you state the reason for the termination in the letter. This will help to ensure that there is no confusion about why the individual or contract is being terminated. Next, you will need to include any specific instructions about what needs to happen next. For example, if you are terminating an employee, you will need to include information about when their last day will be and what they need to do in order to finalize their employment. Finally, you will want to end the letter on a positive note. Even though the situation is not ideal, it is important to maintain a professional and courteous demeanor.



If you are unsure of how to write a termination letter, there are a few resources that you can turn to for help. There are many templates available online that can give you a good starting point. Additionally, there are many business books that offer guidance on how to write various types of business letters, including termination letters. By taking the time to review these resources, you can be sure that you are writing a letter that will be effective and professional.



So, in general, you need to write a termination letter when:

	You have an employee who is not meeting your expectations
	You have a contract with another business that needs to be ended
	When you need to end the relationship between you and another individual or company
	When You are giving notice to an employee that their services are no longer required




What is work misconduct?

Work misconduct is a type of employee misconduct that violates an employer's workplace rules. Workplace rules can include things like attendance policies, dress code policies, and workplace safety policies.



When an employee commits work misconduct, they are usually subject to some type of disciplinary action from their employer. This disciplinary action can range from a verbal warning to being fired from their job.



Some examples of work misconduct include:

	Being chronically late or absent from work
	Dress code violations
	Failing to follow safety procedures
	Horseplay or other forms of disruptive behavior
	Insubordination
	Sleeping on the job
	Theft or fraud
	Use of drugs or alcohol on the job
	Violence or threats of violence




These are just a few examples of work misconduct. Employers can have their own specific rules and policies that employees are expected to follow. If an employee violates one of these rules, they may be considered to have committed work misconduct.



Work misconduct is generally grounds for disciplinary action from an employer. If you are accused of work misconduct, you may be facing consequences such as a verbal warning, Written Warning, or even termination from your job.



If you have been accused of work misconduct, it is important to understand your rights and the possible consequences you could face. An experienced employment lawyer can help you understand your rights and options under the law.
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