(Display On Company Headed Paper)

(Employee Name)
(Insert Address)


(Insert Date)

Dear (Name)

Further to our meeting on (date), and as discussed with you, the company, unfortunately, has to consider making (insert number of roles) redundant. The affected roles are in (insert departments/divisions). The potential redundancy is due to (insert business case for redundancy).

I am sorry to inform you that your role is at risk of being made redundant, and I must now enter into a two-week consultation period with you. I have therefore arranged a consultation meeting with you on (Insert Date and Time at Location). (Insert Name) will also be present at the meeting to take the meeting minutes.

During the consultation period, you will have an opportunity to put forward possible alternatives to making your role redundant, which we will consider before making a decision at the end of the consultation process.

I have enclosed an FAQ document on the consultation process for your information.

I appreciate that this news will cause you concern. If you have any queries concerning any aspect of this letter, please get in touch with me at (Insert email address).

Yours sincerely,

Name
Job Title 
