To
[The Recipient]
[Designation]
Re. Employment Termination Response
Dear Sir/Madam, 
I am [NAME], former [DESIGNATION] of the [COMPANY]. This letter has been drafted as a response to my unanticipated termination from the company. My termination has been made without communicating the intention of termination to me. Later, I was told the reasons on the account of which termination was made. The reasons communicated are irregularity at work and failure to hold projects.
I have been working in this firm since 20XX and it has been [X] years working here. I joined the company as a [DESIGNATION] and later, I was promoted to the position of [POSITION]. I have always worked hard and remained dedicated and professional towards my work.
On [DATE], I received my termination letter from the department of [DEPARTMENT NAME]. There has been no reason mentioned in my termination letter but I was told by the department that the decision has been taken by the Board of Governors after reviewing performance appraisals of the month [MONTH].
I understand your concerns regarding an employee’s irregularity and failure in achieving multiple projects. I accept my fault and accept my termination letter. I was going through some issues in my personal life; therefore, I was unable to put up with the hectic schedules at work. Being mentally upset due to the prevailing problems, I could not focus on the ongoing projects. On my designation, I share most of the responsibility for the failure of the project’s achievements.
I have enclosed all the necessary documents for the payment of my remaining dues. I appreciate your coordination during my stay in the company. Indeed, I am thankful to you for providing me the opportunity to work with one of the best teams and extending my knowledge and experience. 
Thank you.
[Your Name]
[Designation]
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