
Project Termination Letter
[Insert Letterhead]
Date
Employee Name
Address
City, State, Zip
Re: End of Project Notification under [Project Name/Award Number]

Dear [Employee Name]:
As you are aware, the [Project Name/Award Number] is scheduled to end on [End Date].  This letter serves as formal notification that, in line with completion of the [Project Name], your employment with [Organization Name] will end on [End Date]. We want to thank you for your extensive contributions to the project as a member of [Organization Name].  It has been a pleasure working with you and we hope to continue our partnership on future projects.
Your benefits will cease effective [Date]. If you have any questions about the impact of termination upon employee benefits, please contact [insert name]. 
You are entitled to receive severance pay at the end of your employment, in accordance with [Organization Name + Country] policies. You will also be paid for unused vacation based on company policy. By [date], you will receive a letter containing the details of your final payment. 
During the remainder of employment, we expect and are confident that you will continue to maintain the same level of performance and professionalism that you have demonstrated to date. If you have any questions about your current or potential positions or any other issue, please contact [Name].  
Please acknowledge receipt of this letter and return a signed copy to [Name]. Also, please retain one copy of this letter for your records.
On behalf of [Organization Name], we wish you the very best in your future endeavors.
Sincerely,
[Project Director’s Name]
[Title]
Note: This is a sample to be adapted for your use. This sample is made possible by the generous support of the American people through the United States Agency for International Development (USAID). Its contents are the responsibility of FHI 360 and do not necessarily reflect the views of USAID or the U.S. Government.

