[date]

[Name of employee]

[Organisational Unit]

[Campus]

Dear 

Notice of cessation [or renewal] of employment upon expiry of contract

We are required by clause 42.2 of The University of Queensland Enterprise Agreement (General Staff) 2005, to give you notice of our intention to renew or not to renew your employment upon the expiry of your contract.  In accordance with that clause, I am writing to advise you that the University intends to renew [or not to renew] your employment upon expiry of your current contract on [date].
[I would like to thank you for your service to the University and in particular to [name of organizational unit] during the course of your employment.]
Should you have any queries regarding this notice, please contact [contact name/Business Manager] on [phone number].

Yours sincerely,

[Head of Organisational Unit]

