8.2.1
Termination letter

MACROBUTTON NoMacro ( [insert date]
MACROBUTTON NoMacro ( [insert employee name]
MACROBUTTON NoMacro ( [insert employee address]
Dear MACROBUTTON NoMacro ( [insert name]
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 date] 20MACROBUTTON NoMacro ( [insert year]. This action has been necessitated for the following reason/s: (Provide clear reasons as to why the employment contract has been terminated.)

MACROBUTTON NoMacro ( [insert reasons]
MACROBUTTON NoMacro ( [insert reasons]
MACROBUTTON NoMacro ( [insert reasons]
Money due to you is shown below:

	Wages due

Leave pay due

Add or deduct payment in lieu of notice:      FORMCHECKBOX 
 Add      FORMCHECKBOX 
 Deduct

Salary advances still outstanding/outstanding loans

Total severance pay
	R     
R     
R     
R     
R     
R     


	The following company items are in your possession and must be returned before you leave. Please return the items checked below by MACROBUTTON NoMacro ( [insert due date]:


	 FORMCHECKBOX 
 
Uniforms or protective clothing

 FORMCHECKBOX 
 
Keys to company premises

 FORMCHECKBOX 
 
Company vehicle and keys

 FORMCHECKBOX 
 
Company credit cards

 FORMCHECKBOX 
 
Cell phone

 FORMCHECKBOX 
 
Laptop

 FORMCHECKBOX 
 
Client files or company documents

 FORMCHECKBOX 
 
Other equipment, stationery etc. 


	Specify: MACROBUTTON NoMacro ( [specify]
 


______________________________
___________________________ 
_______________ 

Signature of company representative
Title/Position/Department
Date

______________________________

_______________ 

Employee signature                                
Date 













