<<Employee's Name>>
<<Address>>
<<Address>>

<<Post Code>>

<<Date>>

Dear <<Employee's Name>

Thank you for your letter of sert Date>>.
We are very sorry that you
of the Company to accept
from here.

. | am now writing on behalf
0 explain what will happen

As you are aware, your con
of Notice Period e.g. 6 Mo
day of employment shoulg
However, instead of requiri
has decided to place you o
accordance with <<Insert C

pvides for a <<Insert Length
hich means that your final
End of Notice Period>>.
otice period, the Company
pct from <<Insert Date>>, in
r contract of employment.

This means you will conti
benefits that are given to e
Benefits e.g. Work Mobile |
bound by the obligations
employment, aside from th
contract is attached, highlig

y and benefits (apart from
your role, such as <<State
il manner. You will remain
down in your contract of
A copy of your employment
apply in this regard.

lowed to come to work and
DU are not permitted to take
st remain available to be

During the garden leave pe
must stay away from the wq
up other employment duri
contacted by the Company.

You are required to return g
Manager>> by <<Insert Da
which relate to your wor
computer.

p <<State Job Title e.g. HR
ensure that any documents
er hard copy or on your

letter to <<Insert Job Title
ing and acceptance of the

Please sign and return the
e.g. HR Manager>>, confi
terms of your garden leave.

Yours sincerely
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<<Name>>
<<Title>>
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[I, <<Employee Name>>, g d and accept the terms of

my garden leave as stated i

Signed: ...
<<Employee Name>>

<<Date>>]

© Simply-Docs EMP.GL.01 Letter Placing an E signation



