ANNEX 5
Notification of Termination
解除劳动合同通知

用法：通知解除或即时解雇时使用。即时解雇须勾选第8项，并在4日内向劳动官提交书面报告。
[COMPANY LETTERHEAD]
PRIVATE & CONFIDENTIAL
	Date
	



Dear [Employee Name],
RE: TERMINATION OF EMPLOYMENT
1. Decision. Following the disciplinary hearing held on [date], and the findings set out in [report/letter dated ___], the Company has decided to terminate your employment with effect from [date] / with [one month's] notice expiring on [date].
2. Reason. The termination is for [valid reason: conduct / capacity / operational requirements], as required by section 52 of the Employment Code Act No. 3 of 2019.
3. Notice / pay in lieu. [You are required to work your notice until [date].] OR [In lieu of notice, you will be paid K________].
4. Final entitlements. You will receive:
	Component
	Amount (K)

	Salary to last working day
	

	Accrued leave
	

	Gratuity / severance (ss. 53, 54, 73)
	

	Other benefits
	

	Less lawful deductions
	

	Net payable
	



5. Company property. Please return [items] by [date].
6. Certificate of service. A certificate of service will be issued to you.
7. Appeal. If you wish to appeal, write to [name/position] within five (5) working days of receiving this letter.
8. Summary dismissal (if applicable). This is a summary dismissal under section 50 of the Employment Code Act No. 3 of 2019. The Company will report the dismissal to the Labour Officer within four (4) days as required by section 50(2).
____________________________
For and on behalf of [Company Name]
Acknowledged of receipt: ______________________        Date: ______________
If the employee refuses to sign, record this in the presence of a witness.
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