Private & Confidential

(Date)
Ref: XXXXXXX

Mr. 
HKID Card No. 

Re: Termination of Employment


We regret to inform you that your employment contract will be terminated on XXth May 20XX.

[bookmark: _GoBack]Your last working day on XXth May 20XX, and you shall move out of the (address) on or before XXth May 20XX.

Your final payment with May will be settled by cheque.


Yours sincerely,

