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Separation Letter Template
[date]
HAND DELIVERED TO:
[EE name]
-OR-
DELIVERED BY EMAIL TO:

[EE name and personal email address]

Dear [first name]:
In follow up to the termination of your employment with [company name] today, the purpose of this letter is to provide a summary of matters that may require your attention.  
Final Pay

Your final pay will include regular pay through [pay-through date] and payout of [ ___ hours of accrued, unused [choose: vacation –or- Paid Time Off (“PTO”)]], less any applicable taxes and withholdings. Your final pay will be [choose: direct deposited to your account on [pay date] –or- a check sent by overnight service to your home address, which we show as [insert complete address] for delivery on [delivery date]].

Business Expenses

Should you have any outstanding business expenses that have not yet been submitted, please send those receipts to me, accompanied by the appropriate reimbursement request form, within 15 days following the date of this letter.

Return of Company Property

You must return any company property belonging to the company today, including all keys; the company debit card; computer and peripherals previously issued to you; and any other items or equipment in your possession.  

[For the following sections regarding various benefits: If the company offers the benefit, fill in the specifics. Otherwise, if the company does not offer the benefit or the terminating employee did not participate or was ineligible, delete the section entirely.] 

Health Insurance Benefits

Your enrollment in the company’s group health insurance plans will remain active through [last day of termination month].  Beyond that date, COBRA continuation will be available to you. You will receive a COBRA continuation packet at your home address.  Please keep us apprised of any address changes, to ensure this important information is directed to you in a timely manner.  If you do not receive the COBRA continuation packet in the next 15 business days, please contact the Obsidian HR Service Center at Help@ObsidianHR.com.  

Health Savings Account (HSA)

Any funds remaining in your Health Savings Account (HSA) are yours to keep. Please note there may be nominal bank fees associated with maintaining your account. HSA funds may be used to pay qualified medical expenses, COBRA premiums or other health insurance premiums. HSA funds may also be withdrawn, subject to ordinary income taxes and a 20% penalty imposed by the IRS. Please contact the Obsidian HR Service Center at Help@ObsidianHR.com for requests related to your HSA. 
Flexible Spending Accounts

Participants in the company’s flexible spending accounts (health care, dependent care, and/or parking and transit expenses) may contact the Obsidian HR Service Center at Help@ObsidianHR.com to discuss the specifics of their flexible spending account(s).  
Life, AD&D, and Disability Coverage

Any life, AD&D and disability plan coverage through employment with the company will end at midnight on your separation date.  

401K Plan

Records indicate that you participated in the company’s 401(k) retirement savings plan.  Should you wish to make arrangements, such as investment changes, funds disbursement or rollover, please contact the retirement plan specialists at [choose: Transamerica at 1-800-755-5801 or provide company’s 401k provider and contact info].

Voluntary Benefits

Continuation of voluntary benefits, such as AFLAC and IDShield, may be available at your own expense.  Should you wish to make arrangements, please contact the benefit provider(s) directly.

Employee Assistance Program (EAP)
During your employment with the company, you were included in the Employee Assistance Program (EAP) offered through Alliance Work Partners. The EAP offers confidential services at no cost to you, to help you manage individual and family responsibilities, major events, or any issue affecting your quality of life. You may access EAP benefits confidentially, 24x7, by calling toll-free: 1-800-343-3822.
Confidential Information

You are reminded that any information concerning, but not limited to, personnel, operations, business concepts, products, services, software, tangible items, or financial matters of the company, its customers, its employees , or third parties, conveyed in any form during the course of employment or otherwise, must not be disclosed, copied, reproduced, distributed or used in any manner, either directly or indirectly.  Any such information currently in your possession must be returned to the company. 

Please keep us informed of any future address changes so that we may forward your year-end W-2 to the correct address. You will continue to have access to historical paystubs and tax forms in the iSolved portal. Should you have trouble accessing, please contact Help@ObsidianHR.com.   
Sincerely, 

[name of management rep]
[title of management rep]
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