
Non-renewal of Contract Notification

Date: 

To: 

Position: 

Department: 

Dear ,

This letter is to formally notify you that your contract with , which is due to expire on , will
not be renewed.

We appreciate your contributions during your tenure with us. Should you require any further information, please contact the HR department.

Thank you for your service and we wish you all the best in your future endeavors.

Sincerely,
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