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ABC Company
123 Commercial Ave.

Anytown, CA 96097

Nov. 3, 2014
Dear John Smith,

I regret to inform you that your services are no longer needed by this company. Your employment is terminated effective immediately.

Please gather your personal belongings and leave the premises at once. Turn in your key at the human resources office.

You may also pick up your final paycheck at the human resources office.

Sincerely,

Jack Jackson

Vice President, Accounting Department 

