6.4.10
Notice of dismissal

MACROBUTTON NoMacro ( [insert date]
To: 
MACROBUTTON NoMacro ( [insert employee name] 
MACROBUTTON NoMacro ( [insert employee address] 
Re: Termination of employment

We hereby wish to advise you that your employment with this company shall terminate on the MACROBUTTON NoMacro ( [insert day] day of MACROBUTTON NoMacro ( [insert month] 20MACROBUTTON NoMacro ( [insert year]. This action has been necessitated for the following reason/s (include the reasons which fit the particular circumstances and ensure you are clear regarding the reasons for termination of employment):

MACROBUTTON NoMacro ( [insert reasons] 

Please arrange for the return of all company property/company documents in your possession on or before your last working day.

This decision was taken after a full enquiry was held. Please refer to the outcome of the enquiry for detailed information.

The following information pertains to the termination of your services with the Company:

	Notice period
	MACROBUTTON NoMacro ( [insert day]

	Wages due
	RMACROBUTTON NoMacro ( [insert amount]

	Leave pay due
	RMACROBUTTON NoMacro ( [insert amount]

	Add or deduct payment in lieu of notice
	RMACROBUTTON NoMacro ( [insert amount]


	Advance payments outstanding
	Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 



	Total severance pay
	RMACROBUTTON NoMacro ( [insert amount]


	Uniforms/Protective clothing returned
	Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 


	Arrangement in terms of pension 


	MACROBUTTON NoMacro ( [insert details]


Yours faithfully

__________________________
__________________________
________________ 

Employer/Immediate supervisor 
Employee’s signature
Date







