Project Termination Letter
Date: ___ / ___ / _______
Name of Officer: ______________________________
Title of Job:  ___________________________________

Business Address: _____________________________
________________________________________________

City and State: ________________________________
SUBJECT: END OF PROJECT NOTIFICATION UNDER _______________________________ [Project Name]

Mr./Mrs. ________________________,
As you are aware, the _______________________________[Project] is running under your supervision and scheduled to end on _________________ [Date].  This letter is written to formally notify that, in line with completion of the ____________________[Project], your employment with ___________________________ [Name of Firm] will end on _______________ [Date]. We would like to thank you for your sincere contributions to the project as ____________________ [Name of Firm]. It has been a pleasure working with you and we hope to continue our partnership on future projects.

Unfortunately, all your benefits will cease effective ____________ [Date]. However, if you have any question about the impact of termination, you may contact ___________________________________ [Name and Title of Officer]. 
Moreover, during the remainder of employment, we are confident that you will continue to perform with same level of energy and commitment that you have demonstrated to date. However, you may contact the ____________________________________________________ [Name and Title of Officer] if you have any question about any other issue. 

Please acknowledge receipt of this letter and return a signed copy to [Name]. Also, please retain one copy of this letter for your records.

Sincerely,

Name of Officer: 

Position: 
Signature: _____________________________
