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

	Date:
	[Date]

	Mode:
	By hand / Email / Registered post



Strictly Private and Confidential

To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
[Employee Address]
Subject: Termination of Your Services
Dear [Employee Name],
This letter refers to our meetings and correspondence dated [Date] (Ref. No. [Reference Number]) regarding [brief factual description of the matter, for example the closure of a business unit]. After due consideration, the management has decided to terminate your services in accordance with Clause [Clause Number] of your appointment letter dated [Date] and [Policy Name / Standing Orders].
Your employment with [Company Name] will end with effect from the close of business on [Last Working Day]. In lieu of [Notice Period] notice, you will be paid salary of [Amount] as per your terms of employment.
Your full and final settlement, payable within [number] days, will include:
1. Salary for days worked up to [Last Working Day]
1. Salary in lieu of notice, as stated above
1. Encashment of [Number] days of earned leave as per policy
1. Statutory bonus, if eligible
1. Gratuity, if you have completed five years of continuous service
1. Less: recoveries of [advances / dues], if any, and applicable tax
Please return your laptop, ID card and all other company property and documents to [HR Name] by [Date]. Your obligations relating to confidential information under your appointment letter continue after your employment ends.
If you wish to make a representation regarding this decision, you may write to [Designation of Appeal Authority] at [Email] within [number] days of receiving this letter.
Your relieving letter and service certificate will be issued after completion of exit formalities. We thank you for your services.
Yours faithfully,

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