
Date:            /              /              

Name aND aDDress of the employee:

SUBJECT: Dismissal, Temporary and/or Permanent layoff 

madam, sir,

the following letter is to advise you that, as of              /              /              , your employment with our company 

will be terminated, for the reason stated below: 

 

your record of employment as well as your last pay will be sent to you shortly.

please note that your last pay will include:

	 •			the	payment	for	the	hours	worked	between														/														/														and														/														/														, 

	 •			your									6%		or									8%	vacation	/	severance	pay 

	 •			your	prior	notice	of																	weeks	(if	applicable)

sincerely,

  for
SignaTUrE  namE of ThE ComPany
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