Template Letter for Redundancy
On Company Letterhead.

Employee Name & Address

Date

Dear xxx,


It is with regret that I have to inform you that your role of xxx with the company has become redundant.  This decision has been made as a result of:

· Our funders have decided that no more funding is to be made available. 
· (Specify all other reasons in some detail)


This letter serves as Notice of Redundancy, taking into account your notice period of xxx as per your contract of employment / minimum notice act.  This will take effect on xx/xx/xxxx and all monies due to you, including your (statutory) redundancy payment, salary, any outstanding leave will be paid to you on xx/xx/xxxx.


During your notice period you will be required to attend work / be paid in lieu of notice.  I am happy to answer any queries or questions you may have.


I want to take this opportunity to thank you for your service with the company and to wish you all the very best for the future.

Yours Sincerely,

