


To
[The Recipient Name]
[Designation]
[Company Name]
I [title] [name] from [department name] am writing to inform you that your contract has been terminated with effect from [date].
You joined us on [date] as [designation]. Based on your qualifications and previous work experience, you were expected to be an important member of the company’s [department name] team. On the contrary, your performance has remained a source of concern throughout your stay with the company. 
Your punctuality remained inconsistent and your sense of responsibility in various tasks assigned to you remained questionable. Your overbearing attitude was a source of conflict in your team. This has been amply reflected in your peer reviews which have been consistently poor. 
As is customary, you were counseled both formally and informally multiple times, wherein you assured of improvement in your performance, which remained mere promises. As a last resort, you were provided with another opportunity for revival by transferring you from [department name] to [department2] but your performance did not improve. 
While you have negatively affected the office environment, the lack of sense of responsibility displayed by you during business dealings with our clientele and partners has remained a source of constant embarrassment to the company.
The incident that happened on [date] was the last straw. You were assigned to escort the team visiting us from [company name] but your unprofessional attitude and reckless behavior towards members of the visiting team cost us a very important business partnership. This kind of attitude cannot be tolerated as you are setting an example for others too. 
You were hired because of your qualification and experience, however, we found both wanting in your demonstrated performance. The above-mentioned series of omissions leave us with no choice but to terminate your contract immediately. For your own sake, we would sincerely advise you to improve your work ethic especially social skills, if you are to remain a viable member of any business organization.
With sincere wishes for your future pursuits,
[Your Name]
[Designation]
[Company Name]
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