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LETTER OF TERMINATION
Confidential — Employment Termination


[Date]

[Employee Full Name]
[Employee ID]
[Home Address]

Dear [Employee Name],

RE: TERMINATION OF EMPLOYMENT

We regret to inform you that your employment with [Company Name] as [Job Title] is hereby terminated, effective [Termination Date].

1. REASON FOR TERMINATION
Select applicable reason:
☐  Termination for Cause — Gross Misconduct (attach show cause and investigation records)
☐  Termination for Cause — Repeated / Persistent Misconduct (attach prior warning letters)
☐  Termination Without Cause — Redundancy / Retrenchment
☐  Termination Without Cause — Business Closure / Restructuring
☐  Termination — Fixed-Term Contract Expiry (non-renewal)
☐  Termination During Probation

Details (if applicable):


2. NOTICE PERIOD
[ ] You are required to serve a notice period of [X months], with your last working day being [Last Working Date].
[ ] In lieu of serving the notice period, [Company Name] / you will pay [X month(s)] salary equivalent of S$[Amount].
[ ] You are placed on gardening leave during the notice period. You remain employed but are not required to attend work.

3. FINAL ENTITLEMENTS
	Outstanding Salary (up to last working day)
	S$


	Unused Annual Leave Encashment
	S$ (_____ days × daily rate)


	Notice Pay (if applicable)
	S$


	Retrenchment Benefit (if applicable)
	S$ (_____ weeks × monthly salary / 4.33)


	Other Outstanding Payments
	S$


	Total Final Payment
	S$


	Payment Date
	(MOM requires payment within 3 working days of last day)



4. RETURN OF COMPANY PROPERTY
You are required to return the following company property on or before your last working day:
☐  Laptop / company device
☐  Building access card / security pass
☐  Company phone
☐  Company vehicle / keys
☐  All confidential documents and materials
☐  Other: _______________________________

5. POST-EMPLOYMENT OBLIGATIONS
Your obligations under the following clauses of your employment contract continue after termination:
☐  Confidentiality and non-disclosure obligations
☐  Non-solicitation of clients and employees (if applicable — [X] months post-employment)
☐  Non-compete restrictions (if applicable — [X] months post-employment)

6. WORK PASS / MOM NOTIFICATION
[ ] Your work pass (EP / S Pass / Work Permit) will be cancelled within the legally required timeframe. You are required to complete immigration formalities with ICA.
[ ] Not applicable (Singapore Citizen / PR)

If you have any queries regarding your final entitlements, please contact HR at [hr@company.com] or [+65 XXXX XXXX].

Yours faithfully,



	_________________________
HR Manager / Director
Name: ___________________
Date:  ___________________
	
	_________________________
Employee Acknowledgement
Name: ___________________
Date:  ___________________



MOM Note: Employees may raise disputes about termination with the Employment Claims Tribunals (ECT) within 1 year of the alleged wrongful dismissal. If retrenching 5+ employees within 6 months, notify MOM at least 5 working days before issuing notices. Final salary must be paid within 3 working days of last day.
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