
Date

CONFIDENTIAL

Address

Dear Salutation 
I am writing to confirm that your fixed term contract is ending on (date) and that your position will not continue beyond this date. Therefore, your last date of employment with the University of South Australia will be (date).    

It is a condition of your employment that accrued recreation leave shall be taken during the period of your contract and therefore will not be paid as a sum in lieu when your contract retires. (Delete if not required). Please complete the attached form and checklist and return as soon as possible prior to your departure to ensure that your final pay is paid to you on time.  Any payments due to you will be made on the first available payday on or after your last day of employment.

Thank you for your contribution to the work and life of the University since you joined on (date).

I wish you the best of luck and good wishes for the future.

Yours sincerely

Name

Title
Attached: 004 End of Employment Form and Checklist

cc:
Library


Campus Facilities Manager


Occupational Health Advisor


Credit Card Administrator


Payroll Services


































































Put your School, Unit, Division name etc here (School of XXXX)


Adelaide


South Australia 5000





GPO Box 2471


Adelaide


South Australia 5001


Australia





t: +61 8 8302 XXXX


f: +61 8 8302 XXXX


e: xxx.xxx@unisa.edu.au





� HYPERLINK "http://www.unisa.edu.au" ��www.unisa.edu.au�
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