Sample Layoff Termination Letter

Date

Mr./Mrs.

Address
Dear _________,

This letter confirms our discussion today that you are being laid off from your employment with the City of _____________ effective immediately. Lack of funds/work necessitates this layoff.  
Pursuant to our policy, (include specific policy on how layoffs are determined).

Payment for your accrued vacation leave (if required by policy – could also include sick leave) will be included in your final paycheck which you will receive on our regular payday, __________. You may pick up this check from the reception desk or we can mail it to your home.

You can expect a separate benefits status letter that will outline the status of your benefits upon termination. The letter will include information about your eligibility for Consolidated Omnibus Budget Reconciliation Act (COBRA) (or if less than 20 employees State Continuation Coverage) continuation of group health coverage.

We have received from you: examples: your office key, identification badge, and the city owned laptop at the layoff meeting.

You will need to keep the city informed of your contact information so that we are able to provide the information you may need in the future such as your W-2 form.
We want you to know that this layoff is not a statement about your work for the City of _______________. You have been a dedicated, contributing employee for ____ years. If you need a reference for future employment please let us know.

Please let us know if we can assist you during your transition.

Regards,

Name of Mayor
