[Insert Date]
[Insert Employee’s name/address]

Re:
Notice of Termination

Dear __________________:


I regret to inform you that we are separating you from your employment with The Cove at Yarmouth (“Company”) as the [insert title] with The Cove at Yarmouth Resort effective [Insert date]. 

The reason(s) for your termination include, without limitation, 
[insert details relevant to the employee’s termination] (e.g. your inability to meet the expectations of the job and to perform your daily job duties in a manner that does not adversely affect the interest of the Company - your failure to communicate with the Company of your current ability and time schedule to return to work and resume your duties, - your inability to to meet the standards of conduct expected of an employee of the Company).  

Enclosed, please find your final paycheck, which is being issued to you today and represents all wages, and all accrued vacation hours, which you are due from The Cove at Yarmouth through this date.  All Company property assigned to you, including keys and cell phone, etc…. must be returned to [Insert appropriate individual’s name] at 183 Main Street, West Yarmouth, MA 02673 before 5:00 p.m. on [insert date].


Please be advised that all Health Benefits, including Dental Insurance, will cease upon [insert date].  At that time, be advised that you have the option to elect to continue health benefits pursuant to the federal “COBRA” law [or Mini-COBRA].  You should consult the COBRA materials provided herewith OR to be provided by the Company for details regarding these benefits. 

Enclosed herewith is a form from the Massachusetts Division of Unemployment Assistance entitled “How to File for Unemployment Insurance Benefits” should you chose to file for unemployment benefits. 


We wish you the best of luck in your future endeavors.  








Very truly yours,








___________________________________







Michael J. Edwards, General Manager
Enclosures:
cc:  Employee File

NOTE:

Enclosures should include the following:

1.
Final Pay Check on date of termination for all due and owing wages, including all 


accrued and unused vacation pay;

2.
DUA “How to File for Unemployment Insurance Benefits Form; 

3.
Cobra or Mini-Cobra notice if already have, and if not, be sure to contact carrier to get it 


issued forthwith.

4.
Also should be sure to obtain any company property

1)         Payment of all wages due.   You must pay all wages, including all accrued sick and sick time, which are due through the date of termination.  If there is a question about the amount of wages due, it is better to err on the side of over-payment because violations of the Wage Act subject employers to mandatory triple damages, even when the employer is acting in good faith and has taken all reasonable steps to comply with wage payment laws.  

            2)         Unemployment Benefits.  You must provide the terminated employee with a form on how to file unemployment benefits.   You must fill out that section of the form which is entitled “To Massachusetts Employers.”  

            3)         COBRA.   You must notify your health insurance carrier of the termination within thirty days and the terminated employee must receive certain notices regarding continuing health care coverage under COBRA or mini-COBRA.   If you do not already have the COBRA notices, your health insurance carrier should be able to provide these to you or to mail them directly to the terminated employee.

            4)         Items to be returned.   Identify any keys, equipment, books, records, or other property of the Association that the terminated employee may have in his/her possession so that you can request the return of the same in any termination letter.

