
[EMPLOYEE’S NAME]

[ADDRESS]

[DATE]

Dear [NAME]

Redundancy

Following our meeting today, I regret to confirm the termination of your employment on grounds of redundancy.
As you know, we met on [DATE], and I explained why the Company was considering making redundancies. The reason for the redundancy is [SUMMARISE THE REASONS]. 
I then met with you again on [DATE] and [DATE] to consult with you regarding your potential redundancy. As you know, the Company has explored ways in which your redundancy could be avoided, and the possibility of alternative employment. Unfortunately we have not been able to identify any suitable alternative employment for you or any way in which your redundancy could be avoided. I confirm that all comments made by you during the consultation period were fully and conscientiously considered, but ultimately we were unable to avoid making you redundant. 

[The Company is therefore serving [NUMBER months/weeks] notice to terminate your employment, in accordance with your contract of employment. Your employment will therefore terminate by reason of redundancy on [DATE – after the end of the notice period]] OR [The Company is therefore terminating your employment with immediate effect in accordance with clause [NUMBER] of your contract of employment by reason of redundancy. Your last day of employment is today and you are not required to come into the office after today. You will receive your pay and benefits up to today in the normal way.]
As I explained at our meeting, following the termination of your employment you will receive:

· statutory redundancy payment of £[INSERT], in accordance with the attached calculation
· [ex Gratia payment/enhanced redundancy payment of £[INSERT]]

· [payment of £[INSERT] in lieu of your notice period] 
· payment for all sums due up until the termination of your employment, including salary, accrued holiday pay, other benefits and any expenses properly due. If you have taken more holiday than your pro-rated entitlement for the holiday year to the date of termination then [you will not be entitled to any pay in lieu of holiday OR the Company will deduct an appropriate amount from your final salary payment].

Please return all company property which is within your possession to [NAME] by [DATE].

You have the right to appeal against this decision. Should you wish to appeal, please give written reasons for your appeal to [POSITION] within 5 working days of receipt of this letter. 
The Company very much regrets that it has become necessary to make you redundant. May I take this opportunity to thank you for your past service to the company, and may I wish you well in the future.

Yours sincerely

[NAME]

For and on behalf of [EMPLOYER]
Statutory redundancy payment calculation

Start date: [DATE]

Termination date: [DATE]

Period of continuous employment: [NUMBER] years

Age at termination: [NUMBER] years

Gross weekly salary: £[AMOUNT]

Statutory cap on weekly salary: £508
[NUMBER] years at one and a half times gross weekly salary: £[AMOUNT]

[NUMBER] years at one times gross weekly salary: £[AMOUNT]

[NUMBER] years at half gross weekly salary: £[AMOUNT]
Total: £[AMOUNT]
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