
[Date]

[Employer Personal Name]

[Business Name]

[Address1]

[Address2]

[Suburb/Town]  [State]  [Postcode]

Dear [Employer First Name],

TERMINATION of Employment
I wish to advise that I will be terminating my employment with [Business Name].
Under the terms of the Real Estate Industry Award 2010 (award), I am required to give you one week’s notice.  This letter serves to give you that notice, and therefore my last day of employment will be [last day of notice period] (the “termination day”).

As of today’s date the following transactions to which I was a party are still due to be paid.  I calculate the commissions owing to me from those transactions to be as follows:
1. [LIST]

I am advised that[, unless there is any written, registered agreement to the contrary,] commissions generated on transactions which occur up to and including the termination day should also be paid to me in full.
On the termination day I will supply to you an updated list of any commissions which are outstanding to me.

I am further advised that:

· until the termination day, any monies should be paid to me in accordance with normal payment patterns and/or our agreement
· after the termination day, any outstanding wage or leave entitlements should be paid to me as per the award
· any of my entitlements arising out of commissions received by the office after the termination day should be paid to me as per the award.
Thank you for the opportunity to work with you, and I wish you all the best for the future.

Yours faithfully,

…………………………………….
…… / …… / …………
[Employee Name]
Date
