Name

Address line 1

Address line 2

Country

Post Code

(Insert Date)

Dear [insert name], 
I am writing to confirm the decision I made following the outcome of our meeting today. 

In line with the terms of your employment contract I have decided to end your employment during the probationary period and, accordingly, I am giving you one week’s notice effective of today. I do not require you to work your notice period, and as such I will be making a payment in lieu of notice along with your final wage payment.  

I am terminating your employment at this stage as it has become clear that you are not suitable for the position of Personal Assistant, specifically because:
· [insert reason]
· [insert reason]
· [insert reason]
I wish you the best of luck in all your future endeavors.
Yours Sincerely,
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