
[COMPANY NAME]
[Date]

[VIA ELECTRONIC MAIL]

Re: 	Notice of Repurchase of Common Stock

Dear [Employee First Name]:
This letter confirms the repurchase by [Company Name] (the “Company”) of your shares of the Company’s common stock in connection with your separation from the Company on [Separation Date] (your “Separation Date”). The terms of the repurchase are as follows:
1. Pursuant to [Identify Stock Agreement] for [Number] shares, dated as of [Agreement Date] (the “RSPA”), you acquired [Number] shares of the Company’s common stock (the “RSPA Shares”) at a purchase price of $[Original Purchase Price] per share on [Acquisition Date].
2. Pursuant to [Identify Stock Agreement] for [Number] shares, dated as of [Agreement Date] (the “Option”), you acquired [Number] shares of the Company’s common stock (the “Option Shares”) at a purchase price of $[Original Purchase Price] per share on [Acquisition Date].
3. [Repeat as necessary.]
4. As of your Separation Date, you were vested as to [Number] of the RSPA Shares, and [Number] of the Option Shares. Accordingly, [Number] of your acquired shares remain unvested (the “Unvested Shares”).
5. As of your Separation Date, you will have no further interest in the Unvested Shares and no stockholder rights with respect to such shares.
6. The Company hereby repurchases all the Unvested Shares at the original purchase price of $[Original Purchase Price] per share. 
7. To effectuate the repurchase, the Company has enclosed a check or otherwise delivered payment to you for $[Total Repurchase Price], representing the aggregate repurchase price owed by the Company for the Unvested Shares.
8. The Company’s stock records will be updated to reflect your common stock holdings of the remaining [Number] vested shares.
If you have any questions about the foregoing, please contact me; otherwise, please confirm our mutual understanding and your receipt of the aggregate repurchase price by countersigning this letter in the space provided below and returning the countersigned letter to me. Notice, however, that the repurchase will be effective regardless of whether you sign or return this letter.
[The materials provided on Foley Ignite are provided as a resource for you to utilize on your own, and no attorney-client relationship is formed between you and Foley & Lardner LLP by your use of the materials and document generator on the site. The information and documents provided to you do not constitute legal advice and are not specifically tailored to your circumstances, business, applicable jurisdiction, or legal needs. You should seek legal counsel if you have questions or need advice on how to tailor such documents to your circumstances. These documents may be subject to further jurisdictional requirements or implications and should be reviewed by counsel in the relevant jurisdiction(s) before use.]
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Sincerely,
[COMPANY NAME]
By:		
Name:	[Officer Name]
Title:  	[Officer Title]







Acknowledged and Agreed:

The undersigned acknowledges and agrees to the terms of this letter and acknowledges receipt of the amount of $[Total Repurchase Price] as full consideration of the repurchase price of the Unvested Shares. 

[EMPLOYEE NAME]
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