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[DATE]

Dear NAME,

Re: Notice of redundancy

Thank you for attending [today’s] meeting at which you chose to be [accompanied by NAME OF EMPLOYEE/a Trade Union Representative /unaccompanied]. The purpose of this meeting was to discuss the completion of the recent consultation period whereby it was confirmed to you that your role as [job title] has unfortunately been made redundant. 

We very much regret that your position has become redundant and since this time, we have taken steps to seek redeployment opportunities for you. Unfortunately, to date, we have been unable to identify any vacancies that would be suitable. 

[If working notice:
It is therefore with considerable regret that I confirm that your notice of redundancy will commence from [date]. You are due [NO OF WEEKS week’s/weeks’] notice which means your final date of employment with the company will be [final date of employment]. You will therefore be paid in the normal way up to and including [final date of employment].

We will continue to seek redeployment opportunities for you within the company during your notice period and if you see any vacancies that you are interested in applying for, please let me know so I can ensure the recruiting manager is aware of your situation. You can view all available vacancies [location of internal vacancies].

[If placed on garden leave:
[Name] has confirmed you will be placed on garden leave with effect from [date]. You should remain available to attend work during the remainder of your notice period if required and be contactable for any queries during this period.]]

[If paid in lieu of notice:
It is therefore with considerable regret that I confirm that your notice of redundancy will commence from [date]. You are due [NO OF WEEKS week’s/weeks’] notice which will be paid to you in lieu (PILON), and therefore [date] will also be your final date of employment.]

Payment of salary and benefits

[If not receiving redundancy pay:
You will be entitled to all your contractual entitlements such as accrued holiday, notice etc. These payments are subject to tax and National Insurance in the normal way. However, as you do not have more than two years’ service, you do not qualify for a redundancy payment.] 

If receiving redundancy pay:
Upon termination of your employment, you will then receive a redundancy payment to the value of [value] (this payment is not subject to tax or National Insurance), along with payment of any accrued but untaken annual leave. [In addition, and in recognition of your tenure at [company name], you will receive an ex-gratia payment of £VALUE.]]

You have the right to appeal against the decision to select you for redundancy as outlined in the redundancy procedure. If you wish to appeal you should contact me with your grounds of appeal, within five working days of receiving this letter.

I would like to remind you that support is available to you through [details of employee assistance programme and where to find support].

Finally, I would like to take this opportunity to thank you for the professionalism you have shown during this difficult period and for your loyal service to [company name] and I wish you every success for the future.

If you have any questions or require assistance, please do not hesitate to contact me.

Yours sincerely,					


[Name]
[Job title]
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