[date]

[Name of employee]

[Organisational Unit]

[Campus]

Dear 

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

Pursuant to the provisions of the University of Queensland Enterprise Agreement (Academic Staff) 2006, I write to give you notice of our intention to renew/not renew your employment upon expiry of your current contract on [enter expiry date].
Should you have any queries regarding this notice, please contact [contact name/Business Manager] on [phone number].

Yours sincerely,

[Head of Organisational Unit]

