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DATE

In Person 						PERSONAL & CONFIDENTIAL

EMPLOYEE NAME
EMPLOYEE ADDRESS

Dear NAME:

Re:	Employment Status 
[bookmark: _heading=h.vnd4g6mxu9r7]We regret to inform you that your employment with Company will end effective DATE, as you are currently within your probationary period. As outlined in your employment agreement, the probationary period provides an opportunity for both the employee and the Company to evaluate fit and performance. After careful consideration, we have determined that it is in the best interest of the Company to discontinue your employment at this time.
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
 


 
