SAMPLE TERMINATION FOR CAUSE OR VOLUNTARY RESIGNATION LETTER
(Date)

(Employee Name)

(Street Address)

(City, State, Zip)

Dear (Employee Name);

For reasons discussed with you, you have not (successfully completed your training period, complied with previous attempts to correct unacceptable behavior, demonstrated that you are willing to comply with stated rule and regulations, complied with attendance requirements, etc.); therefore, your employment with (Parish) will terminate (Date of Termination).

The following data outlines your benefit information:
(Employer should state benefits owed or extended to the terminated employee. Such things to be considered are up to the Employer to determine, such as:

· Compensation accrued since last pay period

· Pay for unused vacation or sick leave if applicable

· Medical/Dental coverage, limitation, or option to continue coverage.
· Pension Benefits (if applicable)

· Life Insurance
· Unemployment compensation (if available) 
Verification of Employment:

All requests for employment verification will be directed to (the pastor, appropriate office).  All such inquiries will be limited to verification of date of hire, date of termination, and job title.

Items to Return to (Parish):

Please be sure to return all keys, credit cards (if applicable) and any additional property belonging to (Parish / organization).

Please contact this office if your have additional questions regarding these benefits.

Sincerely,
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