[Letterhead Details] 
Addressee

Address 1

Address 2

Address 3

Address 4

Address 5

Ref: [Sender’s Initials]/[Employee’s Initials]/[Number]
[Date]
Dear [Employee Title, Employee Surname], 

Re: Fixed term review meeting
Thank you for attending our meeting on [Date].
The purpose of the meeting was to *delete as appropriate *discuss and agree the extension to your fixed term contract, which will now end on [insert date]. The purpose of the extension is due to [insert reason for extension e.g. covering maternity leave, to complete a project etc]

I can confirm that I have sent the necessary change form to ESR Business Support, who will now update your records and confirm the contractual change to you in writing. 
OR
*review the time you have spent in your fixed term role, [you may also wish to include acknowledging any achievements, and any other details you are particularly happy about that you discussed at the meeting] I confirmed that as confirmed in your contract of employment *delete as appropriate *contract OR *extension to your contract dated [insert date], that your contract will now be coming to an end, and therefore your employment will be terminated on [insert date].  As discussed this letter is confirmation of the commencement of your contractual notice period.  The reason for your dismissal is ‘end of fixed term contract’ as previously arranged and is no reflection on your capability.
I can confirm that I have advised ESR Business Support, who will now update your records and arrange for your final salary to be paid.

I would like to take this opportunity to thank your contribution and support over the last [insert number of months], a wish you every success in the future.
Yours sincerely,
[Name]
[Job Title]
[cc:]

[Encl.]
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