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DATE

In Person 						PERSONAL & CONFIDENTIAL

EMPLOYEE NAME
EMPLOYEE ADDRESS

Dear NAME:

Re:	Employment Status 
[bookmark: _heading=h.vnd4g6mxu9r7]This letter serves as formal notice that your employment with COMPANY NAME is terminated effective DATE, for cause. As discussed in previous meetings and documented through Company records, the reasons for this termination include the following:
[bookmark: _heading=h.vnd4g6mxu9r7]• DESCRIPTION OF MISCONDUCT / PERFORMANCE ISSUE(S)
[bookmark: _heading=h.vnd4g6mxu9r7](e.g., violation of company policy, insubordination, breach of confidentiality, falsification of records, repeated performance concerns, workplace misconduct, refusal to follow reasonable instructions, etc.)
[bookmark: _heading=h.vnd4g6mxu9r7]Despite coaching, corrective discussions, and opportunities provided to address these concerns, there has been insufficient improvement. Your actions constitute a breach of your employment obligations and Company policy, and as such, the Company has determined that termination for cause is appropriate.
[bookmark: _heading=h.vnd4g6mxu9r7]Because this termination is for cause, you are not entitled to notice or pay in lieu of notice, in accordance with applicable employment standards legislation and your employment agreement.
[bookmark: _heading=h.vnd4g6mxu9r7]
1. The Company will pay you all salary owed to you, less applicable deductions, for up to and including the Termination Date.
2. The Company will pay you all of your earned but untaken vacation pay for up to and including the Termination Date, less applicable deductions. 
3. The Company will send your ROE to your Service Canada Account for DATE
4. The Company will comply with all ESA requirements in respect of the termination of your employment. 
5. You must return all of the Company's property in your possession or control, including any company-provided mobile device, work product, and other records, to the Company immediately.  
The Company confirms that you will receive all amounts and other entitlements required by ESA.
Yours truly, 
COMPANY NAME



NAME
OWNER/CEO/ Director
 


 
