[Company Logo]   [Company Name]
INTIMATION OF CONTRACT EXPIRY
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Expiry of Your Fixed-Term Employment Contract
Dear [Employee Name],
As you are aware, you were engaged by [Company Name] as [Designation] under a fixed-term employment contract dated [Date], for the period from [Date of Joining] to [Contract End Date], for [project / purpose].
This is to inform you that your contract will expire on [Contract End Date], and your employment with the company will conclude on that date in accordance with Clause [Clause Number] of your contract. No further notice is required from either side.
Before your last working day, please:
1. Complete and hand over your work to [Reporting Manager] or [Successor Name]
1. Return all company assets, documents and access cards
1. Complete exit clearance with HR, IT, Admin and Finance
Your final settlement will include salary up to [Contract End Date], encashment of eligible leave, statutory bonus if applicable, pro-rata gratuity as applicable to fixed-term employees under the law, and reimbursement of approved claims, less applicable deductions. It will be paid within [number] days of the expiry date.
A service certificate and relieving letter will be issued on completion of clearance. We thank you for your contribution to [project / department] and wish you all the best.
Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Received by
[Employee Name]
Date: [Date]
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