[Company Logo]   [Company Name]
TERMINATION OF EMPLOYMENT – PERFORMANCE
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



Strictly Private and Confidential

To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Termination of Employment on Grounds of Performance
Dear [Employee Name],
As you are aware, your performance has been discussed with you on several occasions. In the review dated [Date], specific gaps were shared with you in writing. A Performance Improvement Plan (PIP) was then agreed with you for the period [DD/MM/YYYY] to [DD/MM/YYYY], with the following goals:
	PIP Goal
	Target
	Actual Result
	Status

	[Goal 1]
	[Target]
	[Actual]
	[Met / Not met]

	[Goal 2]
	[Target]
	[Actual]
	[Met / Not met]

	[Goal 3]
	[Target]
	[Actual]
	[Met / Not met]



During the PIP, the company provided [support given, e.g. weekly coaching, training on a topic, additional resources], and progress was reviewed with you on [Date], [Date] and [Date]. Your comments during these reviews were considered, including [brief summary of employee's explanation]. We also explored [redeployment to another role / no suitable alternative role was available].
Despite these efforts, the required standards have not been met. Accordingly, the management has decided to terminate your employment under Clause [Clause Number] of your appointment letter and the [Performance Management Policy], with effect from [Last Working Day].
You will be paid [Amount] as salary in lieu of [Notice Period] notice. Your full and final settlement, including salary for days worked, eligible leave encashment, bonus and gratuity if eligible, less lawful recoveries, will be paid within [number] days after exit clearance.
Please return all company assets to [HR Name] by [Date]. If you wish to make a written representation, please send it to [Appeal Authority] within [number] days.
We appreciate the efforts you made and wish you success in the future.
Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Received by
[Employee Name]
Date: [Date]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
