September 27, 2013

Name
Address
2nd line address
City, State, Zipcode
Dear First Name Last Name,
Your employment with COMPANY NAME will be officially terminated on September 27, 2013. You have been terminated for the following reason:
You have shown poor performance in your duties as a Team Leader as compared to the written and discussed performance guidelines for your position. You have not successfully executed those duties for which you were hired. As our business depends on the efficiency and effectiveness of our work force, we have decided to terminate your employment in accordance with the termination policies of the Company.

Our records indicate you received 3 verbal warnings and 2 written warnings about your work performance.

[bookmark: _GoBack]You will receive payment for the remaining balance of leave pay you have accumulated. Your health care benefits will remain effective for 30 days. You may contact ____________ about transferring your 401K. Your final check will be in the amount of $900.00. Your final pay check will be mailed to your address on file.

Sincerely,


Hiring Manager name here




Enclosures: Previous written documentation involving performance warnings.
