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CATAPULT HR TEMPLATE
Sample Termination Letter
Customize the highlighted material

HOW TO USE THIS TEMPLATE
1. Replace your logo in the letterhead and every highlighted field.
2. Choose one option where a field offers several, then delete the rest.
3. Delete the bracketed guidance notes before sending. They are written for you, not the employee.
BEFORE YOU SEND
· Confirm your state’s final pay deadline. Some states require payment at the time of termination.
· Confirm whether accrued paid time off is payable or forfeited under your policy.
· List the company property to be returned, with a date and a named recipient.
· Prepare the separate benefits status letter referenced here.

QUESTIONS ON THIS TEMPLATE
Your Catapult HR advisor can review the completed document before it goes out. Reach us at info@letscatapult.org or (866) 440-0302.


[Drop logo here]
[COMPANY LETTERHEAD]

[Date]
[Name of Employee]:
This letter confirms our decision today that your employment with [Company Name] is terminated effective immediately [or, as of (insert date)].
In your final paycheck, you will receive payment for your accrued paid time off according to our paid time off policy [or, accrued paid time off/vacation is forfeited under the terms of company policy]. You will receive your final paycheck on our regular pay day, which will be [insert date].
NOTE FOR HR — DELETE BEFORE SENDING	Comment by Stephanie Dillon: Also need to add a note some states require you list out the reason for term, but NC/SC do NOT and we recommend people don't
Check state laws if the employee does not work in NC/SC. In some other states a paycheck is required at the time of termination. Additionally, some states require you list out the reason for termination, but NC/SC do NOT, therefore Catapult HR Advisors recommend you don't.
You can expect a separate benefits status letter that will outline the status of your benefits. The letter will include information about your eligibility for continuation of group health coverage at your cost, and continuation or conversion of other benefits will be reviewed, if applicable.
We have received your security swipe card, your office key, and the company owned laptop and cell phone at the termination meeting [or, We expect the return of your (list items) by (date) to (person’s name) at (location)].
NOTE FOR HR — DELETE BEFORE SENDING
All applicable employment regulations regarding final pay must still be followed pending return of company property.
Sincerely,
[Your name]
[Your title]
[Your organization]
DISCLAIMER
This template is provided for general informational purposes only and does not constitute legal advice. Employment laws vary by state and change over time. Consult a qualified attorney or HR advisor before using or relying on this content.
