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[Print on letterhead or insert address] 
 
<<insert recipient name>> 
<<address>> 
<<address>> 
<<post code>> 
 
<<insert date>> 
 
Dear <<insert recipient name>>, 

 
End of fixed term contract 

 
I am writing following our meeting held on <<insert date>> regarding the end of your 
fixed-term contract. 
 
As discussed, your fixed-term contract is about to come to an end without being 
renewed because [INSERT REASON FOR END OF CONTRACT: e.g. you will have 
completed your training contract with the Company OR the person whose role you 
were employed to cover will now be returning to work]. We have considered alternative 
employment within the Company but, unfortunately, have been unable to find a 
suitable alternative position for you. 
 
As a result, your employment will end on <<state date>>. Your P45 will be forwarded 
to you, and you will be paid the following: 
 

• Your normal salary up to the date of the termination of your employment 

• A payment in lieu of accrued and unused holiday entitlement. 
 
You have the right to appeal against the termination of your contract. If you wish to do 
so, you should write to <<insert name and position>> within <<state time period>>, 
giving the reasons for your appeal. 
 
Please do not hesitate to contact <<insert name and position>> at <<insert contact 
details>> if you have any questions. 
 
 
Yours sincerely, 
 
 
 
<<insert name and title>> 
For and on behalf of <<insert Company Name>>  
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