Email template

Subject line:  Expiry of [position title] contract on [expiry date]
Dear 

I wish to inform you that your current appointment is due to expire.
In accordance with the relevant University of Queensland Enterprise Agreement, I wish to advise you that, because of circumstances relating to the provision of specific funding to support employment, the University is not able to advise at this time whether further employment will be offered. You will be advised at the earliest practicable date of the University’s decision to renew or not renew your contract.

Should you have any queries regarding this notice, please don’t hesitate to contact me.
