



[bookmark: _GoBack]LETTER OF ACCEPTANCE - VOLUNTEERS FOR REDUNDANCY. 


[ON HEADED NOTEPAPER OF THE EMPLOYER]

[ADDRESSEE]
[ADDRESS LINE 1]
[ADDRESS LINE 2]
[POSTCODE]

[DATE]

Dear [NAME],
Confirmation of Voluntary Redundancy
Further to your application for voluntary redundancy which we received on [DATE] and to our meeting held on [DATE] I can now confirm that we have completed all the selections for redundancy and your application for voluntary redundancy has been accepted.  Please sign and return the attached tear off slip to [NAME AND DEPARTMENT] by [DATE] to confirm that you wish to proceed with voluntary redundancy. We will then meet with you and finalise a termination date.
If you do not return the signed form by [DATE] at the latest you will not be eligible to leave as a volunteer with a redundancy payment and you will remain employed by us.
Yours sincerely
[NAME]
[DEPARTMENT]











[NAME OF EMPLOYEE] …………………………………………………………….
[DEPARTMENT/STAFF NUMBER] …………………………………………………
 
I confirm that I wish to take voluntary redundancy on the terms set out to me in your letter  of[date]. I understand that the Company will now set a date for termination of my employment 
 
Signature: ...................................................
 
Name: .........................................................
 
Date: ...........................................................
PLEASE RETURN THIS FORM TO [NAME] [DEPARTMENT] BY [DATE] AT THE LATEST
NB Forms not returned or returned late will be render your application void.
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