(DATE)
Dear (Employee’s Name)
Further to our discussions of the (date) and our meeting of the (date), I would like to hold another formal meeting to address several issues.

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

As you are aware there are significant commercial difficulties being experienced in holding your position open.

The purpose of the meet is to gather sufficient information in order that management can make a decision regarding the possibility of making your position redundant.

You are again encouraged to have a support person represent you.

At the meeting we will discuss:

1. Your comments and suggestions of our first formal meeting;

2. The current situation regarding the redundancy;
3. Alternative, part time or contract work for you;
4. The possibility of you obtaining work elsewhere;
5. Any further suggestions or comments you may have; and
6. How we might assist and prepare in case a redundancy is forced upon us.

All the relevant facts, comments and suggestions arising from meetings will be given consideration and management will explore all the options available. Your position will only be made redundant if it is necessary.

You will be informed of any decision arrived at as soon as possible after this meeting and we will have a full discussion of all the issues.

Yours truly,

(Your Name)

(Your Title)

