Dear Terry

I am sorry that I am having to write you this letter but further to our conversation today I confirm that in the circumstances I feel compelled to terminate your contract with Mr Carpet immediately. You have worked for me now for many years and until recently you have carried out your tasks in the warehouse with success. It is only over these past few months that things have not been going so well and you and I have talked about my dissatisfaction especially in relation to your handling and storage of goods received and following procedures set up by me. In addition to all this, however, I have, now also good reason- and I very much regret this - to believe that things are going on in the warehouse, as I explained to you, which I cannot accept nor condone. These activities/ dealings on your part would explain your poor and irresponsible performance recently.

You will appreciate, I am sure that in running my business I do need to ensure the safety and well-being of the people who work for me as well as the reputation of Mr Carpet and, therefore, I cannot allow any form of illicit activity to be conducted on my premises or during working hours, hence my reason for this termination letter.

Of course, I am aware that quite possibly your no longer working with Mr Carpet might be difficult for you and your family.  I am, therefore, as a gesture of generosity and in recognition of your years of good work going to pay you the sum of £1500. I trust that this voluntary payment will be viewed by you and accepted for what it is and not in any way seen as an indication of any liability on my part.

Yours sincerely,  
