



[bookmark: _GoBack]LETTER OF TERMINATION - VOLUNTEERS FOR REDUNDANCY. 

[ON HEADED NOTEPAPER OF THE EMPLOYER]


[ADDRESSEE]
[ADDRESS LINE 1]
[ADDRESS LINE 2]
[POSTCODE]

[DATE]

Dear [NAME]

Further to receiving your signed confirmation for voluntary redundancy I can now give you notice that your employment will terminate by reason of redundancy on [INSERT DATE]/ with effect from today.  *

[OPTIONAL IF NOTICE WORKED: During your notice period you will be eligible to apply for alternative employment either within the Company and/or within other group businesses.  However if you obtain alternative employment you will not be entitled to any redundancy payment or [DETAIL ANY OTHER PAYMENTS THAT MIGHT NOT APPLY E. G ACCRUED BUT UNTAKEN HOLIDAY.]

Your schedule of termination payments is as follows:

1. Statutory redundancy payment									[based on age [YEARS] & service [YEARS] = x weeks x £pay] 												[£TOTAl]
2. Company redundancy payment [INCLUDE CALCULATION]														[£TOTAl]
3. Payment in Lieu of Notice [x weeks/months]					[£TOTAL]
4. Accrued but untaken holiday pay [x days]					[£TOTAl]
5. Other									[£TOTAL]
																				  [£OVERALL TOTAL]

Your termination payment will be made to you [EXPLAIN WHEN AND HOW IT WILL BE PAID] 

You have the right of appeal against your redundancy and you can exercise this by writing to [insert name] within [5] working days outlining your reasons for doing so.

I would like to take this opportunity to thank you for your service to the Company and to wish you well in your future plans.

Yours sincerely

[NAME]
[DEPARTMENT]

*delete as appropriate
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