[Your Clinic Name Here]
[Your Clinic Address Here]

Date: 

Dear Ms. Jones,

I regret to inform you that your employment with us has been terminated with immediate effect.
The reasons for terminating your employment with us are as follows:
· [List reasons here]
Please return your office key before departing.  And please note that per Office Scrub Policy, the original allowance of $75 will be deducted from your final paycheck.  
[bookmark: _GoBack]You will need to keep us informed of any address changes so we can send you your W2s for the year when they become available.

We wish you the best in your future endeavors.

Signed,

[Manager’s Name Here]
Office Manager
[Your Clinic Name Here]

