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Dear 

Fixed-term Contract

I am writing to your regarding your post of [POST], within [SERVICE] which you started on [DATE] for a fixed period of [LENGTH OF CONTRACT]. 

Following our previous discussion, I write to confirm that this post will come to an end on DATE as outlined in your contract of employment.   You are entitled to a period of 4 weeks’ notice. 

I would like to thank you for commitment in the role and your contribution to the team and I wish you all the best for the future. [Amend as preferred].

Yours Sincerely 


