[Company Letterhead]
[Date]
[Employee Name]
[Employee Address]
[City, Postal Code]
Dear [Employee Name],
Re: Termination of Employment
We regret to inform you that your employment with [Company Name] will be terminated effective [Last Working Day, e.g., Date]. This decision has been made after careful consideration and is in line with the provisions set out in your employment contract and the Basic Conditions of Employment Act (BCEA).
Reason for Termination
The reason for this termination is [insert reason, e.g., performance-related issues, company restructuring, etc.]. In light of the ongoing impact of the COVID-19 pandemic on our operations, we have had to make difficult decisions regarding staffing. Despite our efforts to support you during this challenging time, we have determined that this action is necessary for the sustainability of the business.
Final Pay and Benefits
You will receive your final paycheck, including any outstanding salary, accrued leave, and other applicable benefits, in accordance with our company policies. Your last paycheck will be processed and made available to you on the next scheduled pay date.
Return of Company Property
Please ensure that all company property, including but not limited to [list items, e.g., keys, equipment, documents], is returned to your supervisor by your last working day.
Confidentiality and Non-Disclosure
Please remember that you are required to maintain confidentiality regarding any sensitive information obtained during your employment with us.
Acknowledgment of Termination
Please sign and return a copy of this letter to acknowledge receipt and understanding of this termination notice.
We appreciate your contributions during your time at [Company Name] and wish you the best in your future endeavors, especially during these trying times.
Sincerely,
[Your Name]
[Your Position]
[Company Name]
[Company Address]
[Contact Information]

Acknowledgment of Receipt
I, [Employee Name], hereby acknowledge receipt of this termination letter.
Signature: ____________________
Date: ________________________
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