
IT System Access Termination Letter 

Date: [Insert Date] 

To: [Employee Name] 

[Employee Position] 

[Company Name] 

[Company Address] 

Dear [Employee Name], 

We would like to inform you that your access to the IT systems related to [Project Name] will be 

terminated effective [Termination Date]. This decision is made following the successful 

completion of the project. 

Please ensure that you have saved any necessary files and completed any outstanding tasks 

before this date. After the termination, you will no longer have access to project files and 

communication tools associated with [Project Name]. 

We appreciate your contributions to the project and wish you the very best in your future 

endeavors. 

If you have any questions regarding this termination, please do not hesitate to contact [Contact 

Person] at [Contact Information]. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


