Letter Title
Print on Company Letterhead
<Date>
<Address>

Re:

To:
Due to a change in our business it is necessary that the Company reorganize its current work structure. As a result, your position is being eliminated and your employment with the Company will be terminated today, <DATE>. 

Your final pay is included with this notice.<NOTE – FINAL PAY MAY BE DIRECTLY DEPOSITED IF DONE THE SAME DATE AS THE TERM. CHANGE THE FIRST SENTENCE IF THIS IS THE CASE.>  You will also be paid out any accrued and unused vacation [or PTO] you have on the books.  

<IF THE EMPLOYEE HAD MEDICAL COVERAGE]> Your medical coverage will be continued through <DATE>.  You will receive written notice shortly regarding your rights to continue your medical coverage under the COBRA continuation provisions.

Please ensure we have your most current mailing address in order to send your W-4 and other important information.

This is a difficult decision, but one that is necessary given the financial challenges we have. <NOTE – ENSURE THIS FIRST SENTENCE IS TRUTHFUL OR DON’T USE IT.> We appreciate your work and wish you the best in your future endeavors.  You may take this letter or the Notice of Change in Relationship to the Employment Development Department should you choose to inquire about unemployment benefits.

Sincerely,
<Name>
<Title>
