



[Date]
[Employee First Name] [Employee Surname]
[Employee Address]

Applications for Voluntary Redundancy
Dear [Employee First Name],

[Company Name] is [Redundancy Reasons]. In order to address this situation, [Company Name] is considering making some positions redundant.

Process
At this stage, the company would like to know if any employees are interested in accepting voluntary redundancy. There is no guarantee that those who volunteer for redundancy will be made redundant.
In the event that there are more volunteers for voluntary redundancy than there are opportunities, selection criteria may also be used as a guide to assist in determining which employees may be made redundant. The selection criteria will be decided upon at the discretion of [Insert Position (e.g. CEO/Director/Owner)].
If there are insufficient numbers of suitable volunteers, [Company Name] may implement an involuntary redundancy process. [Company Name] may carry out the redundancies in accordance with [Insert Redundancy Policy].
The future employment of any employee who volunteers for redundancy and is not selected, will not be prejudiced by their application.

Making an Application
To apply for voluntary redundancy please complete the attached form and return it to [Insert Position (e.g. CEO/Director/Owner)] by [Return Forms Date].
If you have any questions, please do not hesitate to contact [Insert Position (e.g. CEO/Director/Owner)] on [Contact Number].

[Salutations for goodbye],
[Company Name] 
[Letter Signatory Name]
[Letter Signatory Position]




Application for Voluntary Redundancy
 
I [Employee Name], holding the position of [Employee Position], wish to be considered for voluntary redundancy.
I understand that [Company Name] is not obliged to accept my application for redundancy.
No duress or coercion has been placed on me in making this application.


…………………………….                                                        ……………………….
Signature                                                                                  Date

Please return this application to [Insert Position (e.g. CEO/Director/Owner)] by [Return Forms Date].




image1.png
AN EDITABLE HUMAN RESOURCE LETTER TEMPLATE

EMPLOYEE REGARDING VOLUNTARY
REDUNDANCY LETTER

An overview

This Employee Regarding Voluntary Redundancy Letter Template advises employees that if insufficient
numbers of suitable volunteers come forward, the employer may need to implement an involuntary
redundancy process.

How to use the template

1.Read the template and make sure it is appropriate for your organisation/business and the intended
purpose.

2. The sections highlighted in yellow [in brackets] are designed to prompt you to insert relevant
information, particular to your organisation and its culture. Review these sections, insert your
information and delete the highlighted text and square brackets.

3.Review and proofread the document.

4.Implement the final document according to your internal processes, ensuring you communicate
effectively with your staff about its existence.

Disclaimer

This document has been created to provide a broad overview of typical matters and has not been tailored to reflect your
individual requirements. It is a template only and provides suggested inclusions based on contemporary best practice.

This template is provided as a guide only, without Classic Recruitment and Human Resources assuming responsibility at
law or a duty of care. Organisations are encouraged to obtain advice from an appropriate source upon completion of a
final draft of the document.

This template is copyright. Apart from organisations paying the required fee and any use permitted under the Copyright
Act 1968, no part may be reproduced by any process, nor may any other exclusive right be exercised, without the
permission of Classic Recruitment & Human Resources, Toowoomba Queensland, 2020.

Classic Recruitment and Human Resources is not responsible for how this template is edited. For advice regarding this
template and how to ensure it meeting your specific requirements, please contact us for a tailored quotation.





