Termination Notice Draft
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
[Sender name or organization]
[Email or business contact]
[Date]
Dear [Employee], This draft notice concerns [Employment action] effective [Date], as reviewed and authorized by [Responsible role]. The stated basis is [Verified and reviewed information].
Final work or handover arrangements: [Approved details]. Return of property: [Process]. Pay, benefits and required documents: [Refer to reviewed, applicable information].
For questions or any applicable response process, contact [Authorized representative].
[Authorized signatory]
[Title and date]




