[Company Name]
[Address]
[Contact]
[Website]
To: Mr. XYZ
Date: ------------------
Address of the employee:
RE: Termination letter due to company code of conduct
Dear (name of employee),
This letter is being written to inform you that as of 25 July 20XX, your employment in the company ABC on the post of XYZ is being terminated. The company has taken this decision for a cause of insubordination. We have many supporting pieces of evidence for every violation of the code of conduct of yours at the workplace. We are attaching all the evidence in your file along with this termination letter. 
[bookmark: _GoBack]On March 24, 20XX, you were given a verbal warning for using abusive language at the workplace. One month after that, we were compelled to remind you by writing a warning letter that was also signed by you. We have also attached a letter with your file. After a few days, the company gave you 2nd warning by writing a warning letter and adding a clause in it that stated that you will be dismissed if you didn't stop using abusive language. 
Your final paycheck will be emailed to your home address. You are allowed to address any question to me in a letter sent to your address
Regards,
Your name
Your signatures
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