Sample Letter:  Termination because of layoff, downsizing, etc.
Date:

Dear:

As you have heard, __(Company Name)__ is __(Reason For This Action)__.  I am sorry to have to inform you that you are to be __(Laid Off Or Discharged)__.  Your last day at __(Company Name)__ will be __(Date)__.

(optional) You have had a number of years with our company, and we are most

appreciative of the work you’ve done during your time with __(Company Name)__.  We are offering you a severance package, in addition to outplacement services to assist you in finding new employment.  Would you stop by the Human Resources Department at your earliest convenience to discuss outplacement services?  HR will also explain your severance package, your eligibility for continuation of health care benefits, options for your 401(k) plan, and they can answer any other questions you may have.

We wish you the best of luck in your future endeavors.

Best regards,

HR Manager or

Employee’s Supervisor

*This should be given by HR or employee’s manager.
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