[Company name]
[Company Address]
[Date today]

Dear [Recipient's name]:

We regret to inform you that your employment with the firm shall be terminated on [Date] for the following reason(s): 

1.    [enter details]

2.    

Please arrange for the return of any company property in your possession.

Again, we regret this action is necessary. 

We wish you the best in your future. 

Sincerely, 

[Sign here]

[Your name, title]

[Company name]

