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Example letter: Termination of employment contract with notice


Company
Name, 

Job title
Street + number
Postcode City
First name + surname of recipient
Street + number 
Postcode City 
City, Date
BY REGISTERED and ORDINARY MAIL
Re: termination of employment contract
Dear Mr/Ms name of the individual, 
We are writing to inform you of our decision to terminate the employment contract that exists between us, subject to a notice period of duration month(s).
This notice period shall commence on date.
It is with regret, of course, that we have had to make this decision and we wish you every success in your future career.
Yours sincerely,
First name Surname
Job title Company
[Signature]
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