Sample Formal Termination Letter:
To
Mr. Brady Gibson
Senior Executive Manager
Human Resources Department
Morison & Carter Enterprises Pvt Ltd.
Upper Manhattan, New York
United States of America.
15th July 2014
Subject:Letter for termination of the employee contract
Dear Mr. Gibson
This letter is being written to inform you about and formally discuss the impeding expiry of your employee contract. At initial signing the company made an employee bond with you for a period of 18 months which is soon to expire.
Post the completion of the 18 months period, the employee contract will stand terminated. The organisation is very pleased with your work and efforts that you have made. The expiry of the bond certifies that you have served the organisation for the standard minimum period. Post the termination of the bond we shall be offering you an official salary increment of 10% in addition to the annual increment provided to all employees of the organisation.
We hopethat you have enjoyed working within this organisation and will continue to do all the good work with dedication. We wish you a very good day ahead.
With regards and best wishes
Mrs. Julie Simon
President, Human Resource Department

