[bookmark: _GoBack]LETTER TO THOSE NOT ACCEPTED FOR VOLUNTARY REDUNDANCY

Dear [NAME]

Thank you for your recent application for voluntary redundancy which we received on [DATE].

[As stated at our meeting with you]* we have now concluded our selection of volunteers and regret to inform you that  your application cannot be accepted on this occasion due to [INSERT REASON EG, OVERSUBSCRIBED, NEED TO RETAIN SPECIFIC SKILLS ETC].

I would like to thank you for applying and wish you well in the Company for the future.

Yours sincerely


[NAME]
[POSITION/DEPARTMENT]

*delete as appropriate
