Contract Termination Letter Sample

Ellen Johnson

Operations Director, Quality Business Co.

143 Busy St.

Stanton, TX 39233

Steve Grabowski

8372 Workton Rd.

Bustle, NM 93028

Dear Mr. Grabowski,

This letter communicates the termination of our at-will employee agreement, established May 4th, 2015 between Quality Business Co. and you, Steve Grabowski. This relationship will end as of July 19th , 2017.

We’ve enjoyed our relationship and we appreciate the hard work and dedicated service you’ve provided to Quality Business Co. over the past two years. Unfortunately, as a result of falling market share and the transition of our industry beyond state lines, our financial circumstances have shifted and we can longer maintain your position at this time.

Please turn over all of your existing projects to your supervisor and return your company issued equipment, including your smartphone and laptop, to the HR department. As per company policy, when the equipment has been received, we will authorize final payment for your remaining unused 15 hours of vacation time. Your final paycheck will be issued on July 20th, 2017.

Again, thank you for your loyal service to Quality Business Co. If you have any questions regarding the details of this contract termination, please use the contact information below to reach my office at any time.

Sincerely,

Ellen Johnson

EJohnson@Qualbiz.com

293-283-4859

