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How to use this template: replace everything in [yellow brackets], delete the grey notes for employers, and delete this box. Check the notice at the end and the laws of your state before use.
[Company Name]
[Date]
Dear [Employee Name],
This letter confirms that your employment with [Company Name] as [Job Title] ends effective [Last Day of Employment].
[Optional, one neutral sentence if you choose to give a reason, for example: "This decision follows the performance concerns discussed with you on (date)." Delete if not used.]
Final pay
Your final paycheck, including all wages earned through your last day [and accrued, unused PTO where required by our policy or state law], will be paid on or before [Final Pay Date], in line with [State] law.
Benefits
Your [health / other] benefits end on [Benefits End Date]. If you are enrolled in our group health plan, you will receive separate information about any right to continue coverage (for example under COBRA or a state continuation law).
Company property
Please return all company property, including [List of Equipment], by [Return Date].
Unemployment
You may be eligible for unemployment benefits. [Attach any state-required unemployment notice or separation notice.]
Questions
If you have questions about your final pay or benefits, contact [HR Contact Name] at [HR Contact Email].
Sincerely,
[Manager Name], [Manager Title], [Company Name]
Signature:	
Printed name:	
Date:	
Important: please read (delete before use)
This template is a free starting point, not legal advice. MadyHR.ai is not a law firm and cannot give legal advice. Employment law is different in every state, and some cities have their own rules. Laws also change. Before you use this template, check it against the laws where your employees work, and speak to an employment attorney or your state labor department if you are unsure. You use this template at your own risk, and MadyHR.ai accepts no responsibility for how it is used. Links to official government websites are given for information only; MadyHR.ai is not affiliated with or endorsed by any government agency.
Rules in your state may differ. Federal law sets the minimum. Your state — and sometimes your city or county — may add extra rules on this topic. Check with your state labor department before you use this template.
U.S. Department of Labor – State labor offices
Official sources
1. U.S. Department of Labor – Last paycheck — https://www.dol.gov/general/topic/wages/lastpaycheck
1. U.S. Department of Labor – Unemployment insurance — https://www.dol.gov/general/topic/unemployment-insurance
1. U.S. Department of Labor – Continuation of health coverage (COBRA) — https://www.dol.gov/general/topic/health-plans/cobra
1. U.S. Department of Labor – WARN Act (plant closings and mass layoffs) — https://www.dol.gov/agencies/eta/layoffs/warn
1. U.S. Department of Labor – Termination — https://www.dol.gov/general/topic/termination
1. U.S. EEOC – Retaliation — https://www.eeoc.gov/retaliation
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