Date:
We regret to inform you that your contract of employment has been terminated with effect from 14th November 20XX. This termination was decided upon by the board of directors after carefully examining your previous performance. 
You have been under probation for past two months as we had received several complaints from your team members regarding your professional attitude. There had been complaints of you not working well with your teammates. As you know that the sales department relies highly upon the teamwork of the members and your work has mostly been solitary. 
You do not work well in a team and gave a hard time to your colleagues while completing projects. This causes discomfort amongst the team and effects the quality of the work output which in turn effects the company reputation. Therefore, we took this decision to terminate your contract. 
We believe that you have a lot of potential and can work better in other departments where your talents can be appropriately utilised. The sales department in our company is just not a right match for you. 
Please meet the manager at the HR department and discuss the benefits and reverence salary you will receive. We wish you all the best and hope to see you at a place which is a better fit for your abilities. 
Regards 
Alison Richards 
CEO Richard corporation.  
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