Termination Letter to Employee
To,

Jacob Martin

Sales Employee

Lime Enterprises Limited

Nottingham

UK

22nd May 2014
Subject: Termination letter to employee

Dear Mr. Martin,

I am writing this letter to inform you that your employment from Lime Enterprises Limited has been terminated and the termination date is 25th May 2014. This is to notify you that you would no longer be serving this company at the post of a sales agent and your last day of working at our company is 24thMay 2014. This is according to the decisions of the Board of Directors and senior members of the company due to your poor performance in the last few months.

In spite of issuing you repeated written warning regarding your unprofessional and insincere attitude towards the work; we have not seen any improvement in your performance. Even after serving you with a final warning on 15th May 2014, you have not been able to live up to the conduct and ethics that your job demands. The frequent verbal warning did not affect your nature of work and we regret to inform you about our decision to terminate the employment.

Through this letter, we would like to inform you that you are requested to submit company’s possessions such as laptop, department keys and other files and documents, to the reception desk, latest by tomorrow. Please meet Mr. Bob at 10:00 AM at the reception desk to clear the termination procedures and formalities.

Thanks!

Sincerely,

Mary Thomas

HR Department

Lime Enterprises Limited
