Letter to employee following up after termination
[Date]

[Employee’s name]

[Employee’s address]

Dear [NAME]

I refer to my letter of [DATE] confirming the termination of your employment on [DATE]. I note that you have not accepted the new terms and you have not attended for work.
I am writing to offer you a further chance to re-consider and accept the new terms and conditions which were enclosed in my letter of [DATE].  A further copy is enclosed.  If you wish to accept the terms, then you may do so until [DATE].  If we have not heard from you by that date, then we will assume that do not wish to be re-employed by us.

Yours sincerely

[name]

[job title]

