This letter should be sent, following the at risk meeting, to an employee who is in a stand alone post to invite him or her to a consultation meeting to discuss the reasons for the proposed redundancy.


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


[INSERT DATE] 


Dear [NAME]

[INSERT COMPANY NAME] LTD 
POTENTIAL REDUNDANCY

You attended a meeting on [INSERT DATE] at which we explained that your role of [INSERT JOB ROLE] is at risk of redundancy. As discussed, the reason for the proposed redundancy is [INSERT REASON].

I would like to meet with you again to discuss the potential redundancy of your role on [INSERT DATE] at [INSERT TIME]. The meeting is also an opportunity  for you to make suggestions that might avoid the need for the potential redundancy of your role and we will let you know of any alternative roles that may be available. You should be aware that a potential outcome of the meeting is that the redundancy of your post is confirmed. No decisions have been made at this stage and no decisions will be made until we have had the opportunity to consult with you.

The consultation meeting will be chaired by [INSERT NAME & POSITION] and [INSERT NAME & 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.

In the meantime, please do not hesitate to contact me should you have any queries regarding the terms of this letter.


Yours sincerely



[INSERT NAME] 
[INSERT POSITION]
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