Redundancy termination notice letter. 

To an individual employee where no offer of alternative employment is made.
[Insert organisation name and address]

[Insert letter date]

[Insert name and address of employee]
Dear [Insert name of employee]
Re: Redundancy
I am writing to you to confirm our discussions on [Insert date of redundancy interview].

As I advised you on that date, it has regrettably been necessary to consider certain organisational / operational changes within the organisation / our branch office located at [Insert branch office location].

As a result of these proposed changes we have made the following decision: 

[Select one of the following]
a) To cease to carry on business in the area of [Insert details of trade or type of business].

b) To cease to carry on business at [Insert branch address].

c) To reduce the number of [Insert type of staff, e.g. sales staff] staff across the organisation as a whole due to the fact that the need for the same number of staff to carry out [Insert duties] has ceased or diminished/ is expected to cease or diminish. [Delete which does not apply]
d) To reduce the number of [Insert type of staff, e.g. sales staff] staff at [Insert branch address] due to the fact that the need for the same number of staff to carry out [Insert duties] has ceased or diminished/ is expected to cease or diminish. [Delete which does not apply]
Unfortunately, this means that your position will be made redundant.

Whilst we have considered all available alternative options, it has not been possible to avoid instituting redundancies.  As I explained, you have been selected for redundancy by reason of [Insert reasons for selection].  The selection criteria, which we have adopted, have been fully explained to you.

If you have a complaint or query about your selection or the methods and criteria used or you wish to appeal against your selection, you may do so by writing to [Insert name and position of individual responsible for the organisation’s grievance procedure] within 14 days, setting out your reasons. The organisation’s grievance procedure will be implemented and your complaint/appeal will be considered, you will be advised in writing of the organisation’s decision. Please refer to the organisation’s handbook for details of the grievance procedure.

We have attempted to identify a suitable alternative vacancy to offer you, but unfortunately none is available.  In the circumstances I confirm that your employment with the organisation will terminate by reason of redundancy on [Insert date which must be the notice period under the employee’s contract].

We do/do not [Delete which does not apply] require you to work out your full notice period.

Upon termination we will pay you the following severance payments:

1. Statutory redundancy pay 




£ [Insert figures]
2. Ex gratia payment (delete if not applicable)

£

3. Compensation for loss of notice (delete if not applicable)
£

4. Accrued holiday pay





£

It is possible to make the payments under 1 & 2 without deduction of income tax or national insurance.

We require you to enter into the attached Compromise Agreement given that an ex gratia payment is to be made. [Delete this clause if no ex gratia payment is being made.]
Arrangements will be made to ensure that you receive your final salary payment and P45 on termination of your employment or soon thereafter.

If you have any queries with regard to any of the terms of this letter or your redundancy generally please do not hesitate to contact me.

In the meantime please let us know if we are able to assist you in any way in finding future employment.

We wish you all the success in the future.

Yours sincerely

[Insert full name and department]
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