NOTICE OF TERMINATION OF FIXED TERM CONTRACT

	NAME



	

	DESIGNATION


	

	SALARY/ID NUMBER
	


Dear, _________________

You are hereby notified that your fixed term contract has run its course and come to an end. The company has decided not to renew your contract at the end of your notice period.

1. Your last working day will be ____________________________.

2. Your final pay will be prepared and any money owed will be paid on ​​​​​​​​​​​​​_______________.

A letter of reference and certificate of service will be forwarded on request. Kindly advise the administration of the address to which these documents should be posted.

	ACKNOWLEDGEMENT OF RECEIPT BY EMPLOYEE

	Date:
	
	

	Time:
	
	


_________________________________________


______________

DESIGNATED OFFICIAL OF THE COMPANY


DATE
______________________________________


______________

INTERPRETER






DATE
I interpreted the content of this document to the employee, and he/she indicated that he/she understood.
______________________________________


______________

WITNESS






DATE
I was present and witnessed the letter being issued to the employee.

