TEMPLATE - LETTER TO EMPLOYEE
(insert position title)

(insert work unit, School or Department)

Charles Darwin University OR Northern Territory Government
DARWIN NT (insert postcode)
Dear
Secondment Proposal
Congratulations on your secondment to <insert school OR agency> within the Charles Darwin University OR Northern Territory Government. The anticipated start date for the secondment is <xxxx> and will be for a period of <xxxxx

(Please select appropriate option)

This letter is to confirm the current state of your entitlements with the Charles Darwin University OR Northern Territory Government and that under this secondment arrangement you will continue to be an employee of the Charles Darwin University OR Northern Territory Government. Accordingly, your current entitlements will continue to accrue.

OR

This letter is to confirm the current state of your entitlements with the NT Charles Darwin University OR Northern Territory Government. Under the terms of this secondment arrangement you will become an employee of Charles Darwin University OR Northern Territory Government for the term of the Agreement. As this Agreement provides for you to be released from employment with Charles Darwin University OR Northern Territory Government your current entitlements will cease to accrue and cannot be accessed for the duration of the secondment. All entitlements accrued through your new position at Charles Darwin University OR Northern Territory Government will be paid out upon completion of the secondment. Further information on this has been provided to you in your Agreement.

Your current entitlements are (insert).

This letter also confirms that you will not relinquish your position in the Charles Darwin University OR Northern Territory Government and your substantive position will be retained for the duration of the secondment OR a position at your current designated level of appointment will be available on your return to the Charles Darwin University OR Northern Territory Government upon completion of the secondment. I hope that the secondment proves to be a successful and rewarding experience for you.
Yours sincerely


(insert position title)

(insert work unit, School or Department)

Charles Darwin University OR Northern Territory Government

cc Roanne Ramsey, People Management and Development, CDU

(Insert Date)
