


[Employer�s name]





[Employer�s address]








Date:





To: [Name of employee to be dismissed]





	We regret to inform you that your employment with this company is terminated with immediate effect. The reason for your immediate dismissal is:-





[Reasons e.g. You have committed an act of dishonesty namely having stolen $500 from the company/ You have repeatedly refused to follow the orders given by your supervisor namely refuse to type 2 draft letters or documents given by your supervisor to you on [date], 1 draft agreement given by your colleague to you on [date].] 





	Please vacate the premises immediately with your personal possessions. Your supervisor will monitor your leaving of our company and accompany you to pick up your final wage and other entitlement at the Accounts office. 








Signed by the Company�s director/ personnel manager


