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[Date]
Termination Letter for Cheating the Company ﻿
Date:
To
[The Recipient Name]
[Address]
Mr. /Mrs. [name]
I [name], [designation] from Human Resource Department am writing to inform you that the disciplinary committee has reached a decision regarding the investigation of charges leveled against you. We regret to inform you that you have been found guilty of cheating the company and hence you are being terminated with immediate effect. You were given a fair chance to defend yourself however the evidence against you is very strong.
It was your responsibility to oversee the shipment of the cotton bales leaving the factory and ensure that nothing leaves the factory without proper documentation. You abused your power to smuggle out a significant chunk of the product and sold them for personal profit. This highly unethical and inappropriate behavior cannot be tolerated, and we are extremely disappointed in you.
Tomorrow i.e. [Date] is your termination date and you are not allowed to enter the premises after this date. You are not eligible for this month’s salary and your provident fund, as per the [number] clause of your employment contract. In addition, you have to pay a fine of [amount] by [date]. The company reserves the right to take legal action against you if you fail to comply.
We would like to remind you that you are bound by the non-disclosure clause in the employment contract and if we find any evidence to the contrary, we are going to take strict legal action. Please return the company laptop within three days of receiving the termination letter.
We are attaching the disciplinary committee’s written report. We advise you to go through it thoroughly and work on the error of your ways.
Yours,
Name
Designation
[name]
Department name
[Date]
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