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[DATE]

[EMPLOYEES NAME AND ADDRESS]

Dear [EMPLOYEES NAME]

We wish to inform you that due to [INSERT DETAILS OF RESTRUCTURING/UNFORSEEN FINANCIAL DIFFICULTIES] your position at [BUSINESS] has regrettably been made redundant.  We wanted to give you as much notice as possible before these changes have to be made.  We recognise that this will be a difficult time for you and you will want to take steps to obtain additional employment as soon as possible.

In consequence with this we would like you to continue working until [DATE OF REDUNDANCY] and you will continue to be paid in full for working until that date.  If, however, you do obtain alternative employment before then, we would be more than happy to release you from your employment early, to enable you to take up a new position.  You will be permitted paid time off to attend job interviews.

Naturally, on termination you will be paid all your accrued annual leave entitlements and any outstanding wages.  

Please do not hesitate to contact me if there is anything that I can do assist you in your endeavours.  On behalf of the Business, I thank you for all your efforts and contribution during your employment.

Your sincerely

Employer
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