 [On headed notepaper of organisation]
	[Name of employee]

[Address of employee]


	
	

	
	[00 month year]


Dear [• name of employee]

Notice of termination of employment

Over recent weeks we have been engaged in consultation with you in connection with the redundancy situation potentially affecting your role. I am grateful to you for continuing to work with such professionalism during what I appreciate has been a challenging period. Further to our most recent meeting I have carefully considered all points raised in relation to your provisional selection for redundancy but unfortunately am writing to confirm that we have decided that there is no alternative but to issue you with notice of redundancy.
As you know, [•name of organisation] has explored ways in which your redundancy could be avoided, and the possibility of alternative employment.  Unfortunately during the consultation period we have not been able to identify any suitable alternative employment for you or any way in which your redundancy could be avoided.  However, should any suitable alternative positions become available during the notice period, we shall inform you of them.
Accordingly, please accept this as formal notice that your employment with [•name of organisation] will come to an end by reason of redundancy on [• 00 month year].  [• You will be required to work as normal to that date and will receive your usual pay and benefits.]  [• You will receive a payment in lieu of your notice entitlement.] [• You will receive a payment in lieu of any accrued but untaken holiday OR You will be required to use any accrued but untaken holiday during your notice period.] 
Following termination of your employment you will receive a statutory redundancy payment of £[• amount] which is calculated based on your age, length of service and week's pay. A breakdown of how your redundancy payment has been calculated is attached to this letter for your information. [Additionally you will received [insert details of any enhanced redundancy entitlements if applicable]
You are entitled to reasonable (and paid) time off during working hours during your notice period.  If you want to take any such time off, please contact [• name] to arrange the details.  We will do all we can to assist with future employment and will be happy to provide a reference.

You have the right to appeal against the [•name of organisation]'s decision to bring your employment to an end due to redundancy.  Please direct any appeal to [• name] in writing by [• 00 month year], specifying the grounds on which you are appealing.  An appeal meeting will be set up with as soon as possible. [• name] will conduct the appeal.
[•Name of organisation] very much regrets that it has become necessary to make redundancies and that you have been affected. I would like to thank you for your hard work and professionalism during this difficult time and wish you all the best for your future career. [If any potentially suitable vacancies arise during your notice period, I will let you know]. [Please remember that the employee assistance programme is available if you feel that you would benefit from speaking to someone on a confidential basis regarding the impact of this decision.] [The organisation also offers the following [insert details of any outplacement support such as CV workshops, interview practice etc] which would may find helpful.  
Yours sincerely
[Name]

On behalf of [name of Organisation]
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