THIS LETTER SHOULD BE SENT TO AN EMPLOYEE WHO IS IN A SELECTION POOL TO CONFIRM THAT THEY HAVE BEEN PROVISIONALLY SELECTED FOR REDUNDANCY ON THE BASIS OF THEIR SCORES, TO PROVIDE THEM WITH A COPY OF THEIR PROVISIONAL SCORES AND TO INVITE THEM TO A CONSULTATION MEETING TO DISCUSS THESE SCORES



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 initial meeting on [INSERT DATE AND TIME OF MEETING] we write to confirm that we have completed the scoring exercise and as a result, you have been provisionally selected for redundancy. Please find attached a copy of your individual scores. 

We would now like to invite you to a further consultation on [INSERT DATE AND TIME OF MEETING] to discuss your scores. The meeting will give you an opportunity to make any representations with a view to increasing them and we will discuss any alternative roles that may be available in addition to considering any other suggestions you may have for avoiding potential redundancy.  

The meeting will be chaired by [INSERT NAME AND POSITION] and [INSERT NAME AND POSITION] will attend as note taker. You may be accompanied at the meeting by either a work colleague or a certified Trade Union representative. Please confirm the name of any proposed companion at least 48 hours before the meeting. Please also confirm immediately upon receipt of this letter whether you are able to attend.  

Should you have any queries regarding the terms of this letter, you should contact [INSERT NAME, JOB TITLE AND CONTACT DETAILS].

Yours sincerely 






[INSERT NAME]
[bookmark: _GoBack][INSERT POSITION]
