This draft document is intended as a guide and may require amendment to fit the individual circumstances of each case.  You are recommended to take advice from us if you intend to use it as is, or with changes.

Private and Confidential

[Name]

[Address]

[Date]

Dear [Insert Employee’s name]

Notice of Redundancy

Further to our recent consultation meeting on [state date], I confirm completion of the consultation period. Also in attendance at the meeting were [insert names].   [If applicable add the following - You had been advised of your right to be accompanied at this meeting but chose not to exercise this right.]
Unfortunately, we have been unable to meet the needs of the business through means other than redundancy and, therefore, regret to inform you that you have been selected for redundancy.  As discussed, we are unable to offer you any suitable alternative employment.

You will/will not* be required to work your notice period, therefore, your final day of service will be [insert date].  Please return any company property still in you possession.

Enclosed please find a financial statement of monies due to you detailing how the calculations were made.

You have the opportunity to appeal against this decision in writing to [insert name] within [insert number of days] days of receipt of this letter.

May I take this opportunity to thank you for your hard work and commitment to the company and wish you all the very best for the future.  In the meantime, should you have any further queries regarding this matter, please do not hesitate to contact me.

Yours sincerely

[Name]

[Title]
Enc

*
delete as appropriate

REDUNDANCY PAYMENT STATEMENT

Name of Employee - 

Redundancy Payment




   £

Notice Pay   [if appropriate]




   £

Plus holidays owing / holidays taken in excess of accrual
   £












   £

Your redundancy payment is calculated based upon your age and length of service (complete years).  Your length of service of [insert number of years] and your age of [insert age] qualifies you for a redundancy payment of [state number of weeks].

The figure is based on the current maximum weekly rate of £   (as set out by the statutory redundancy payment scheme) or your normal weekly pay of £
  .*
*
delete as appropriate
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