











Date

Name
Address

Dear Name,
RE: This letter is to inform you that your employment with Belmont University is terminated effective immediately, DATE.

You can go into detail in this paragraph.
Your final paycheck will include any accrued but unused vacation time and will be processed in accordance with Belmont's regular payroll schedule. It will be mailed to your home address or, if you have previously set up direct deposit, deposited directly into your account.
Please inform Human Resources of any address changes to ensure you receive important documents, such as your W-2, in the future.

Regards,

