
Redundancy Termination Letter

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Today's Date]

[Recipient's Name]

[Recipient's Position]

[Company/Organization Name]

[Company/Organization Address]

[City, State, Zip Code]

Dear [Recipient's Name],

Subject: Termination of Redundant Position

I hope this letter finds you well. It is with regret that I am writing to inform you that, due to recent

operational changes and restructuring within [Company/Organization Name], your position as

[Recipient's Position] is being terminated, effective [Termination Date].

Please know that this decision has not been taken lightly, and we recognize your hard work,

dedication, and contributions during your time with us. The circumstances leading to this decision

are purely based on the company's need to streamline its operations and improve overall efficiency.

As a result, certain roles and functions are being reevaluated, which has led to the redundancy of

some positions.

We want to assure you that this termination is not a reflection of your skills, performance, or

character. This is solely a result of the restructuring process that has resulted in the elimination of

certain roles within the company.

In consideration of your dedicated service, you will be entitled to the following:



1. Severance Pay: [Details of the severance package, including any applicable salary continuation

or benefits continuation.]

2. Accrued Benefits: [Details on any accrued vacation days, sick leave, or other benefits, and how

they will be handled.]

3. Return of Company Property: We request you to return all company-owned property, including but

not limited to laptops, keys, access cards, and any other equipment, by [Termination Date]. You will

receive instructions on how to proceed with this process.

Furthermore, we would like to extend our support to help you through this transition period. We will

provide you with outplacement services and offer any assistance you may require to seek new

employment opportunities.

You will have the opportunity to discuss the termination process and ask any questions you may

have during a meeting scheduled for [Meeting Date]. [HR representative/Manager's Name] will be

available to address your concerns and provide further details regarding the termination process,

benefits, and severance package.

Please be assured that we will handle this matter with the utmost respect and confidentiality.

If you have any questions or need further clarification before our meeting, please feel free to contact

[HR representative/Manager's Name] at [HR representative/Manager's contact number] or [HR

representative/Manager's email address].

Once again, we sincerely appreciate your contributions to [Company/Organization Name], and we

wish you all the best for your future endeavors.

Sincerely,

[Your Name]

[Your Job Title]

[Company/Organization Name]


