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Termination	letter	distribution	agreement

There's	no	federal	law	that	specifically	requires	an	employer	to	provide	you	with	a	termination	of	employment	letter.	However,	there	are	state	laws	as	well	as	industry-	and	company-specific	policies	that	help	you	understand	the	process	for	requesting	a	letter	that	explains	the	reason	for	your	termination	from	your	employer.	While	there	isn't	a	federal
law	that	requires	employers	to	issue	a	service	letter,	many	states	have	statutes	concerning	an	employee's	right	to	request	a	service	letter	and	the	employer's	obligation	to	provide	a	service	letter.	When	you	have	reason	to	believe	you	are	going	to	lose	your	job	or	if	you	are	planning	your	next	steps	after	being	terminated,	understanding	basic
information	about	termination	is	helpful.	Some	terms	you	should	know	include	"right	to	work"	and	"at-will	employment."	Many	people	confuse	the	two.	Right-to-work	is	a	state	law	that	means	union	membership	is	not	a	condition	of	employment.	In	other	words,	employees	have	the	right	to	work	regardless	of	whether	they	want	to	join	the	labor	union
that	represents	workers	at	the	company.	At-will	employment	means	the	employer-employee	relationship	can	be	terminated	at	any	time	by	either	the	employee	or	the	employer,	for	any	reason	or	for	no	reason,	with	or	without	notice.	The	only	caveat	is	that	an	employer	cannot	end	the	employment	relationship	for	discriminatory	reasons.	Employers
typically	hire	workers	with	a	mutual	understanding	the	employment	relationship	is	at-will.	Human	resources	best	practices	suggest	communicating	at-will	status	during	new	hire	orientation	and	throughout	company	materials,	such	as	the	employment	application	and	employee	handbook.	Executives	in	C-level	positions	–	chief	operating	officer,	chief
financial	officer	or	chief	executive	officer	–	may	enter	into	contractual	employment	agreements.	Termination	letters	generally	apply	to	employment	by	contractual	agreement.	In	these	instances,	the	employment	contract	should	contain	the	terms	and	conditions	that	apply	to	ending	the	employment	relationship	and	whether	the	employee	is	entitled	to	a
notice	of	termination	or	termination	of	employment	letter.	Many	terminated	employees	refer	to	a	termination	of	employment	letter	as	a	service	letter.	When	applicable,	a	service	letter	sets	forth	the	reasons	an	employee	was	terminated	and	additional	information,	such	as	final	pay	and	benefits	due	the	employee.	While	there	isn't	a	federal	law	that
requires	employers	to	issue	a	service	letter,	many	states	have	statutes	concerning	an	employee's	right	to	request	one	and	the	employer's	obligation	to	provide	a	service	letter.	For	example,	Missouri	Revised	Statute	290.140	gives	terminated	employees	up	to	a	year	to	request	a	service	letter	via	certified	mail.	Missouri	employers	must	respond	within
45	days	or	face	the	possibility	of	having	to	pay	punitive	damages	for	failing	to	comply	with	the	state	law.	If	you	believe	your	termination	is	based	on	wrongful	discharge	reasons,	a	service	letter	or	termination	of	employment	letter	is	one	of	the	first	courses	of	action.	In	this	instance,	a	termination	of	employment	letter	should	state	clearly	the	reason	for
ending	your	employment.	Some	employees	and	their	lawyers	believe	if	an	employer	is	reluctant	to	provide	this	type	of	letter	upon	a	reasonable	and	lawful	request	for	one,	therein	may	lie	support	for	a	wrongful	discharge	complaint.	In	certain	industries,	however,	a	service	letter	is	a	prerequisite	to	obtaining	future	employment.	Delaware	law	requires
health	care	employers	and	employers	of	childcare	workers	to	obtain	service	letters	that	substantiate	the	employment	history	of	prospective	employees.	The	California	Lease	Termination	Letter	(30	Days)	is	a	notice	that	a	landlord	of	a	residential	premises	is	to	use	when	asking	a	tenant	to	end	the	lease	and	leave	the	property.	This	form	is	to	be	used
when	the	tenant	has	been	residing	at	the	property	for	less	than	a	year.	If	the	tenant	has	been	residing	at	the	property	for	more	than	a	year,	the	landlord	needs	to	provide	60	days	notice	and	should	use	This	Form	instead.	In	California,	the	landlord	has	the	option	of	asking	a	tenant	to	vacate	the	premises	with	30	days	notice	only	if	the	tenant	has	been
living	there	for	less	than	a	year.	The	thinking	is	that	if	it	is	less	than	a	year,	the	tenant	hasn’t	really	had	a	chance	to	establish	a	home	and	30	days	is	enough	notice	in	that	situation.	It	is	also	a	recognition	that	perhaps	there	is	a	problem	with	the	tenant	if	the	landlord	feels	the	need	to	terminate	early	and	it	gives	the	landlord	an	opportunity	to	change
the	situation	in	a	relatively	short	period	of	time.	California	Code	1946.1	–	“…	an	owner	of	a	residential	dwelling	giving	notice	pursuant	to	this	section	shall	give	notice	at	least	30	days	prior	to	the	proposed	date	of	termination	if	any	tenant	or	resident	has	resided	in	the	dwelling	for	less	than	one	year.”	Step	1	–	Download	the	California	Thirty-Day	Notice
of	Termination	of	Tenancy	by	clicking	on	the	“PDF”	button	on	the	right	then	saving	it	to	your	machine.	Step	2	–	On	the	blank	line	at	the	top	of	the	page,	document	the	Full	Name	of	each	Tenant	and	Sub-Tenant	whose	Tenancy	will	be	terminated	thirty	days	after	receipt	of	this	Notice.	Step	3	–	Locate	the	words	“of	the	premises	located	at,”	then	enter
the	Street	Address	of	the	Rental	Property	the	Tenants	(named	in	Step	1)	must	vacate	and	surrender	to	the	Landlord.	If	there	is	a	Suite	Number	or	Unit	Number,	you	may	report	this	on	the	blank	space	labeled	“Unit	#	(if	applicable).”	The	next	line	will	contain	two	blank	spaces:	“City”	and	“Zip.”	Report	this	Address’	respective	City	and	Zip	Code	on
their	respective	blank	spaces.	Step	4	–	On	the	blank	line	labeled	“Date,”	in	the	paragraph	beginning	with	“Please	Take	Notice,”	report	the	estimated	Date	that	is	Thirty	Days	from	the	Tenant’s	receipt	of	this	Notice.	Step	5	–	The	next	few	paragraphs	are	a	disclosure	of	information	and	conditions	aimed	at	the	Tenant,	make	sure	you	have	read	this	as
well.	At	the	end	of	these	paragraphs,	the	Owner	or	Agent	issuing	this	Notice	must	provide	an	official	Date	for	this	form	on	the	blank	line	labeled	“Date”	then,	his	or	her	Signature	on	the	blank	line	labeled	“Owner/Agent”).	Step	6	–	The	individual	serving	this	Notice	to	the	Tenant(s)	must	verify	the	Date	the	Tenant	has	received	this	document.	This	will
be	done	in	the	“Proof	of	Service”	section.	The	server	of	this	Notice	must	locate	the	first	blank	space	in	this	paragraph	then	report	the	Calendar	Date	the	Notice	was	delivered	to	the	Tenant.	On	the	second	blank	space,	the	server	must	report	the	Month	this	Notice	was	successfully	delivered.	Then,	on	the	third	blank	space,	report	the	Year	this	Notice
was	successfully	delivered	to	the	Tenant.	Step	7	–	The	next	fact	the	Server	of	this	Notice	must	report	is	how	this	paperwork	was	delivered	to	the	Tenant.	Note:	This	section	may	only	be	completed	after	the	Tenant	has	been	served.	If	the	Server	delivered	this	Notice	by	personally	giving	the	document	to	the	Tenants,	then	mark	the	first	box	and	enter	the
Name	of	the	individual	the	Notice	was	served	to.	If	the	Server	had	to	leave	the	Notice	(at	the	place	of	residence	or	business)	with	a	reliable	individual		who	will	deliver	it	to	the	Tenant	then,	mark	the	second	box.	Note:	If	this	document	has	been	delivered	in	this	manner	then	it	must	also	be	Mailed	to	each	Tenant	being	addressed.	If	this	Notice	was
Posted	in	a	conspicuous	place	(such	as	posting	it	on	the	door	of	the	Property)	then,	mark	the	third	box.	This	paperwork	must	be	mailed	to	each	Tenant	being	addressed	the	same	day	it	is	posted.	Step	8	–	The	bottom	of	this	form	will	contain	a	verification	statement	that	must	be	Signed	and	Dated	by	the	Server.	There	will	be	several	blank	spaces	after
the	words	“Executed	this…”	at	the	bottom	of	the	page.	On	the	first	blank	space,	report	the	Calendar	Day	of	the	Month	the	method	of	delivery	(indicated	in	Step	6)	was	successfully	completed.	On	the	second	blank	space,	report	the	Month	this	method	of	delivery	was	completed.	Then	on	the	third	space,	report	the	year.	Step	9	–	After	reporting	the	Date
of	Delivery,	locate	the	blank	space	following	the	word	“…in,”	then	report	the	City	where	this	method	of	deliver	occurred.	Finally,	report	the	State	where	the	method	of	delivery	was	completed	on	the	last	blank	space	of	the	verification	statement.	Step	10	–	Locate	the	first	blank	space	on	the	last	line	of	this	document,	labeled	“Name	of	Declarant…”	The
individual	who	has	successfully	delivered	this	Notice	to	the	Tenant(s)	named	must	Print	his	or	her	Name	here.	Then	on	the	second	blank	space	(“Signature	of	Declarant”),	the	Server	of	this	Notice	must	Sign	his	or	her	Name	on	the	blank	line.	Step	11	–	Serve	this	Notice	to	the	Tenant	in	one	of	the	manners	defined	in	Step	6.	Once,	this	is	done,	complete
the	reporting	requirements	in	Step	6.	The	Massachusetts	Termination	Lease	Letter	Form	is	a	readily	available	template	which	Massachusetts	residents	may	use	to	satisfy	the	notice	requirement	when	terminating	a	Month-to-Month	Tenancy.	Here,	when	either	Landlord	or	Tenant	wishes	to	terminate	an	At-Will	rental	agreement,	he	or	she	must	issue	a
notice	of	this	intent,	making	sure	the	recipient	has	read	it	a	full	thirty	days	before	the	desired	termination	date.	It	is	worth	noting	when	delivering	this	notice,	one	must	also	follow	any	instructions	within	the	lease	being	terminated	(so	long	as	any	outlined	procedure	is	legal).	Therefore,	both	Landlords	and	Tenants	are	encouraged	to	review	the
agreement	they	have	signed	before	sending	this	notice.	If	no	delivery	procedures	are	outlined,	it	is	highly	recommended	to	deliver	this	notice	utilizing	a	method	provable	in	a	court	of	law	(i.e.	certified	mail	requiring	a	signature).	As	a	general	rule,	leaving	such	an	arrangement	amicably	remains	a	preferable	choice	than	otherwise.	Providing	this
consideration	as	soon	as	possible	will	aid	the	recipient	of	this	notice	in	finding	a	replacement	without	experiencing	needless	financial	hardship.	Typically,	such	considerations	are	as	appreciated	as	they	are	required.	Minimum	Notice	–	30	Days	Laws	–	Chapter	186,	Section	12	The	Maine	Termination	Lease	Letter	Form	will	satisfy	this	state’s
requirements	for	terminating	an	at-will	tenancy.	It	may	be	used	for	other	types	of	leases	but	would	require	additional	proof	that	such	an	action	is	allowed	under	the	special	exceptions	made	by	the	State	Legislature	of	Maine.	In	such	rare	cases,	it	is	highly	recommended	to	seek	the	advice	of	an	attorney	before	attempting	to	do	so.	However,	if	one	has	a
month-to-month	residential	agreement,	this	form	letter	will	do	nicely	provided	it	is	used	properly.	There	is	one	important	factor	for	the	landlord	issuing	this	notice	to	be	aware	of	and	two	for	the	tenant.	For	the	landlord,	this	notice	of	termination	must	be	in	the	tenant’s	hands	a	full	thirty	days	before	the	termination	date	listed.	This	will	give	the	tenant
enough	time	to	find	a	new	residence.	Similarly,	a	tenant	issuing	such	a	notice	must	also	make	sure	the	landlord	receives	it	a	full	thirty	days	before	the	termination	date	as	well.		An	additional	consideration	for	the	tenant	concerns	his/her	security	deposit.	The	tenant	must	report	a	reliable	mailing	address	where	the	landlord	may	send	his/her	security
deposit.	Naturally,	this	will	be	less	any	money	that	would	be	necessary	to	cover	any	damages	caused	by	the	tenant.	In	this	case,	the	landlord	will	need	the	address	to	provide	an	explanation	for	any	amount	that	is	missing.	It	should	be	noted	that	in	order	for	a	landlord	to	be	held	fully	responsible	for	returning	the	security	deposit	in	a	timely	fashion,	this
address	must	be	provided.	Minimum	Time-Period	–	30	days	Laws	–	Title	14,	§	6002	Landlord	Step	1	–	Check	the	first	box	then	enter	the	date	of	the	lease,	as	noted	on	the	lease,	and	the	date	of	the	desired	termination.	Step	2	–	Sign	and	print	your	name	at	the	bottom	of	the	document	Tenant	Step	1	–	Check	the	second	box,	then	enter	the	date	of	the
lease,	as	noted	on	the	lease,	and	the	date	of	the	desired	termination.	Step	2	–	Enter	the	mailing	address	of	where	you	wish	the	landlord	to	send	your	deposit	or	any	notices	regarding	the	security	deposit.	Step	3	–	Sign	and	print	your	name	at	the	bottom	of	the	page.	The	Montana	lease	termination	letter	is	a	form	that	is	designated	for	the	cancellation	of
a	month	to	month	lease	that	has	been	signed	between	a	tenant	and	landlord.	Due	to	the	agreement	not	having	an	end	date,	the	State	provides	that	at	lease	thirty	(30)	days	be	given	to	either	the	landlord	or	tenant	when	sending	notice	to	the	other	party.	If	there	is	holdover	by	the	tenant	after	the	landlord	has	sent	this	official	notice	they	will	be	subject
to	a	Laws	–	§	70-24-441	Step	1	–	In	the	first	part	of	the	document	the	landlord	or	tenant,	depending	who	is	filling-it-in,	will	have	to	check	the	applicable	box	and	then	write	the	dates,	along	with	the	amount	of	time	the	other	party	will	have	as	notice.	Thirty	(30)	days	is	the	minimum.	Step	2	–	If	the	tenant	is	filling-in	the	form	they	should	mark	down	the
forwarding	address	to	where	the	landlord	may	send	their	Security	Deposit	(if	any)	that	was	given	in	the	beginning	of	the	term.	Step	3	–	The	Certificate	of	Service	should	be	sent	to	the	other	party	which	is	legal	notice	which	may	be	needed	at	a	later	time	if	the	other	party	claims	to	have	never	received	the	letter.	The	Washington	Lease	Termination
Letter	Form	(20-Day	Notice)	is	a	legal	document,	designed	to	provide	notice	from	a	landlord	that	they	are	terminating	their	tenant’s	tenancy.	The	document	complies	the	Washington	state	law,	providing	20	days	notice	to	the	tenants	to	vacate	the	premises	and	offers	warnings	of	eviction	if	they	do	not	vacate	by	the	stated	date.	Step	1	–	Download	the
document	and	enter	the	name(s)	of	the	Tenant(s)	at	the	top	of	the	page	Step	2	–	Location	of	Property	Landlord	must	enter	the	address	of	the	property	to	be	vacated	Step	3	–	Termination	Date	Landlord	must	enter	the	date	of	the	last	day	of	the	rental	period	as	the	termination	date.	The	notice	must	provide	at	least	20	days	notice	and	must	be	delivered
in	a	timely	fashion	to	provide	fair	timing	for	the	tenant(s)	to	vacate	properly.	Step	4	–	Date	of	Notification	Landlord	must	enter	the	date	of	the	preparation	of	the	document	Step	5	–	Signature	Enter	the	signature	of	the	landlord	or	their	agent	Enter	the	printed	name	of	the	landlord	or	agent	Landlord	or	agent	must	provide	their	address	The	document
must	be	delivered	to	the	tenant(s)	address	as	stated	within	the	initial	document	and	the	tenant(s)	must	be	made	aware	of	it’s	existence	as	soon	as	possible	You’re	in	the	process	of	buying	a	house	and	have	written	a	contract	to	purchase.	Once	the	terms	are	agreed	upon,	and	the	document's	signed	by	you	and	the	seller,	the	contract	is	considered
ratified,	meaning	legally	binding.	Most	real	estate	contracts	contain	contingency	clauses	that	allow	them	to	be	cancelled	if	certain	terms	aren't	met.	The	buyer	is	obligated	by	the	contract	to	apply	for	financing	within	a	specified	period	of	time.	The	type	of	loan,	an	acceptable	interest-rate	spread	and	other	financing	terms	are	included	in	the	“Loans”
and	“Loan	Terms”	clauses	of	the	purchase	contract.	If	the	buyer	fails	to	apply	for	a	loan,	or	“act	in	good	faith”	to	obtain	a	loan,	he	risks	losing	his	deposit.	If	he	fails	to	be	approved	for	a	loan	after	supplying	the	necessary	information	to	the	lender,	the	contract	can	be	terminated,	and	the	buyer’s	deposit	will	be	returned.	When	a	buyer	is	getting	a
mortgage,	the	lender	sends	an	appraiser	to	the	property	to	evaluate	its	worth.	Calculations	are	made,	and	if	the	property	is	valued	for	the	amount	of	the	loan,	or	above,	the	contract’s	appraisal	contingency	is	considered	to	be	met.	However,	if	the	lender’s	appraiser	values	the	property	for	less	than	the	loan	amount	requested,	several	scenarios	take
place;	the	buyer	must	come	up	with	more	cash	to	be	added	to	the	down	payment,	reducing	the	amount	to	be	financed,	or	the	seller	can	lower	the	price	of	the	house.	If	either	fails	to	take	place,	the	contract	can	be	terminated	under	the	appraisal	contingency,	and	the	buyer’s	deposit	will	be	returned.	Every	buyer	should	have	a	licensed	home	inspector
examine	a	property	thoroughly.	The	inspector’s	report	indicates	major	and	minor	faults	found	within	the	home,	and	often,	renegotiations	take	place	regarding	who	pays	for	remediation	of	these	faults.	A	buyer	on	an	“as	is”	property	will	have	difficulty	backing	out	of	a	purchase	agreement	under	this	contingency,	as	he’s	agreed	to	buy	the	house	in	its
present	condition.	In	this	case,	the	inspection	is	for	the	buyer's	own	information.	However,	if	a	buyer	of	a	non-“as	is”	property	considers	the	remediation	to	be	extensive,	and	the	seller	refuses	to	make	any	repairs,	the	contract	to	purchase	can	be	terminated,	and	the	buyer’s	deposit	will	be	returned.	If	termites	or	wood-destroying	organisms	are	found
to	inhabit	the	property	and	the	seller	and	buyer	do	not	agree	on	how	this	is	remediated,	the	buyer	can	terminate	the	contract	with	his	deposit	returned.	Other	hazardous	material	contingencies	and	disclosures	are	also	outlined	in	the	contract,	including	evidence	of	mold,	radon	gas,	lead-based	paint,	natural	hazards,	local	disclosures	and	other
conditions	that	may	be	found	in	the	locality	of	the	property.	All	are	reasons	for	a	contract	to	be	legally	terminated.
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