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To,
Derek Troy
Sales Employee
Glow Enterprises Limited
Buckingham
UK
20th July 2014
Subject: Notice of termination letter
Dear Troy,
We are writing to notify you that your employment from Glow Enterprises Limited has been terminated, effective from 25th July 2014. This is according to the decision of Board of Directors and senior staff members of the company and you will no longer be serving at the post of a sales executive. We would like to thank you for your valuable services that you have offered to the sales department for over 2 years.
This notice is intended due to the poor performance records since past few months. In spite of issuing several written and verbal warnings, we did not find any improvements in your works and professionalism. According to the employee’s contract and company’s policies, we have therefore decided to terminate your employment and discontinue your duties at the post of a sales executive.
Kindly meet Mr. Ronald Harry at the reception desk to clear the termination procedures. Your salary till the effective termination date would be credited in your bank account. All the best for your future job prospects.
Sincerely,
Eric Charles
Sales In charge

