Termination Letters:
· State regrets at having to terminate the employee.

· State the fact of termination.

· Explain the reason behind the termination (this must remain objective…stating only the facts, no opinions or subjective sentiments).

· Make a comment that will retain employing department’s goodwill.

· End on a note of encouragement for the employee.

Another few things to keep in mind when writing these letters:

· This letter should be a model of fairness.

· No matter how angry the writer is with the employee, it should be remembered that a letter is a written record that can come back to plague the writer if it is not reasonable and polite.

· The letter must be positive.

