(DATE)

Dear (Employee’s Name)
Further to our discussions of the (date) regarding the commercial difficulties (company name) is experiencing and the possibility (company name) being forced to make your position redundant, I would like to hold a formal meeting to make further inquiries.

You are entitled to have a support person to represent you at this meeting and you are encouraged to do so. This person can be anyone of your choice, a fellow worker, a relative, your lawyer or a friend.

At the meeting I would like to outline the company’s exact position regarding the redundancy and the causes giving rise to considering such action.

The meeting is also to provide you with the opportunity of putting forward any comments and suggestions you may have regarding the making of your position redundant.

We will also discuss your entitlements regarding redundancy in the Employment Contract clauses (if applicable) and what the company has in mind as compensation and any assistance that may be offered should it become necessary to make your position redundant.

The meeting will be held at (time, day, date and venue). Please advise me if this is convenient.

Yours sincerely

(Your Name)

(Your Title)

