THIS LETTER SHOULD BE SENT TO AN EMPLOYEE WHO IS IN A SELECTION POOL TO CONFIRM THAT HIS OR HER PROVISIONAL SCORES MEAN THAT HE OR SHE IS NOT, AT THIS STAGE, SELECTED FOR REDUNANCY


Strictly Private & Confidential
[INSERT EMPLOYEE’S NAME]
[INSERT EMPLOYEE’S ADDRESS]


[INSERT DATE]


Dear [NAME]

[INSERT COMPANY NAME] LTD
POTENTIAL REDUNDANCY – [INSERT JOB ROLE]

Further to our recent meeting on [INSERT DATE AND TIME OF MEETING] we write to confirm that we have completed the scoring exercise and on the current scores, you have not been selected for redundancy.  

We will be meeting with the employee[s] with the lowest score[s] and they will be given the opportunity to make representations with a view to increasing their scores.  Therefore, whilst you have not been selected for redundancy at this stage, your role is potentially still at risk.  We shall, of course, confirm the outcome in due course.

Should you have any queries in relation to the above, please do not hesitate to contact me. 

Yours sincerely






[INSERT NAME]
[INSERT POSITION]
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