(DATE)
Dear (Employee’s Name)
An initial meeting was held with you on the (time and date) to discuss the possibility that your position could be made redundant.

Two (state number) subsequent meetings were held with you to consider your comments and suggestions.

However due to commercial reasons we are unable to continue the position you now hold.

Therefore, this is to advise that your position is redundant as at (time and date). As a result your employment with us will be terminated.

The formal period of notice then is (two months) and you will receive redundancy compensation of ($??) (e.g. being the equivalent of five weeks wages for the first year of service and two weeks wages for the other three years you have served this company).
Your entitlement to holiday pay and overtime amounts to ($??) being (e.g. five days annual leave and twelve hours overtime).
(give any instructions concerning the final payment of wages)

If you elect to work out your notice period, normal wages will apply. During the notice period you will be allowed paid time off to attend job interviews and we are happy to assist with and would encourage, any counselling you would like in view of the stress you may experience during this very trying period. This company will pay the costs of such counselling.

We would also like to assist you in obtaining a position with another company and to this end we are happy to help you prepare and type, an ‘up to date’ CV. In addition to this, a reference will be supplied on request.

Please advise me of your decisions regarding working out the notice period, any job interviews or prospects regarding future employment that may arise. In addition, I would appreciate it if you would let me know how else we may reasonably assist.

Yours sincerely

(Your Name)
(Your Title)
