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Announcement of Termination of Employee
To:

[Recipient name]

From:

[Sender name & designation]

Date:

[……]

Subject:
[Termination of (Employee name & position)]

It is declared that [terminated employee name & position] has been terminated from our company on [termination date].

All staff of [Company name] are asked not to communicate with [terminated employee name] in the future regarding any official matter considered to be confidential to our organization.

[Terminated employee name]’s position & responsibilities has been taken over by [other employee name]. You may contact him/her for any queries regarding the assignments [terminated employee name] was working on.
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