Employee Agreement Termination Letter

Date: _______
To,
· Name of the employee
· Designation _____________
Subject: Termination agreement
Dear Mr. Ms. ____________,
I am writing to you following our discussion last week to terminate your employment in my company. I am in agreement that it would be best to terminate your contract with us here at B.N Fuels, and I have drawn up an agreement to be signed by both parties.
In the agreement it clearly states that you are not being dismissed from your position, simply which you are not comfortable in your position, and wish to seek employment nearer to your home town. This will therefore not give any negative impact to future employers.
Please can you call by the office as soon as possible to sign the paper work? You are due 5 days annual leave for the time you have worked within the company, and therefore your release date from the company can be as soon as next week.
· Yours faithfully,
· Signature
· Authorized Person´s Name
· Designation
