
Notice of Employment Termination
Employee Full Name * Employee ID Department

Original Hire Date Effective Termination Date *

Type

Voluntary Involuntary Layoff / Reduction in force End of contract

Reason for Termination

Final Pay & Benefits

Final Paycheck Date Unused PTO Payout ($)

COBRA / benefits continuation information provided

All company property has been returned

Employer Representative — Signature Employee — Signature

Employer Representative — Printed Name * Employee — Printed Name *

Date * Date *

Template provided for general reference only and does not constitute legal advice. Laws vary by jurisdiction — have a qualified professional review this
document before you sign or rely on it.
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