Example: letter/email enclosing proposed settlement agreement

Date

Dear
Without Prejudice and Subject to Contract

Further to our [insert details re meeting / letters etc] we would be prepared to offer £ [set out amount/s] under a Settlement Agreement which is in full and final settlement of all matters relating to your employment [and claim number [insert details if an ongoing claim]].  There would also be a small contribution to your legal fees in seeking independent advice on the Agreement of £[insert set amount]. See the draft Agreement enclosed.
Please get back to me by [date (which should be 10 calendar days from agreement being given)] if you wish to accept the offer and the enclosed terms.  I will require the Agreement signed by both you and your independent legal advisor by this date. However if there are any proposed amendments then ask your advisor to set them out and email them to [insert email address] as soon as possible so we can continue our discussions.
Yours sincerely

[Name]

Enc:
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