LOGO













Date
Employee Name

Address

City, State, Zip Code

Dear Employee Name:
We are continuously reviewing the ability of our executive and senior management team to meet the demands of our business plan for growth and have decided to make some changes that result in your separation from the Company and the dissolution of our partnership.  While we appreciate your past work on our behalf, we think that it is in the best interest of the Company that we start this process effective_______________.  
To assist in your transition, [COMPANY NAME] is offering you an individual separation/dissolution package which includes_________________________. The agreement and release that accompanies this letter outlines the terms of this separation offer.  To accept the separation package, you must sign and return the accompanying Separation Agreement and General Release as well as the Notice form within forty-eight (48) hours (if the employee is over 40 different requirements exist)
Your employee benefits will cease as of ____________.  

Enclosures:  
