[On employer's letterhead]
[ADDRESSEE]
[ADDRESS LINE 1]
[ADDRESS LINE 2]
[POSTCODE]
[DATE]
Dear [NAME(S)],
Proposed redundancies at [LOCATION[S]]
[bookmark: _Ref_a557326]Following our previous [discussions OR correspondence], I am writing to confirm that [NAME OF EMPLOYER] is proposing to make a number of redundancies at [LOCATION[S]]. As you [may know OR are aware], under section 188 of the Trade Union and Labour Relations (Consolidation) Act 1992, [NAME OF EMPLOYER] must consult with appropriate representatives of the affected employees where it is proposing to make 20 or more employees redundant within a period of 90 days.
[bookmark: _Ref_a131864][You have been [nominated and appointed] OR [elected by a ballot of the affected employees] to act as their elected employee representatives in relation to this information and consultation process OR You are a representative of the [NAME] trade union, which [NAME OF EMPLOYER] recognises in respect of [DESCRIBE CATEGORY OF THE AFFECTED EMPLOYEES]]. [NAME OF EMPLOYER] is therefore providing you with the following relevant information:
We propose to make redundancies at [LOCATION[S]] because [REASONS FOR THE REDUNDANCIES].
The proposed redundancies would potentially affect [NUMBER AND DESCRIPTION OF AFFECTED EMPLOYEES] out of a total of [NUMBER AND DESCRIPTION] employees who are employed at [LOCATION[S]].
We propose to select which employees to make redundant on the basis of [INSERT DETAILS OF THE FAIR AND OBJECTIVE SELECTION CRITERIA OR OTHER SELEVTION PROCESS I.E. APPLICATIONS AND COMPETITIVE INTERVIEW].
If dismissals cannot be avoided, we propose to carry out the dismissals of those employees who would be made redundant as follows: [INSERT DETAILS OF THE INTENDED PROCESS I.E. COLLECTIVE CONSULTATION FOLLOWED BY INDIVIDUAL CONSULTATION] .
We propose to pay those employees who are made redundant their statutory redundancy payment (calculated in accordance with the attached schedule 1) [together with an additional payment, calculated as follows: [DETAILS]].
There are currently [NUMBER] agency workers working temporarily for and under the supervision and direction of [NAME OF EMPLOYER]. The parts of the organisation in which they are working, and the types of work they are carrying out, are as follows: [DETAILS].
[bookmark: _Ref_a885653][NAME(S)] and I will meet with you and your fellow employee representatives to discuss the proposed redundancies and to consult with you over ways of avoiding the dismissals, reducing the number of employees to be dismissed and mitigating the consequences of the dismissals. [This consultation will be undertaken by [NAME OF EMPLOYER] with a view to reaching an agreement.] I have arranged a meeting for [DATE, TIME AND LOCATION] with all of the employee representatives to commence the consultation process.
[bookmark: _Ref_a836363]Please let me know if you have any queries.
Yours sincerely,


	[NAME]

	On behalf of [NAME OF EMPLOYER]



[bookmark: _Ref_a150618]Statutory redundancy payment
Any employee who is made redundant and, at that point, has at least two years' continuous employment is entitled to a statutory redundancy payment.
The amount of the statutory redundancy payment is calculated on the basis of the employee's age, length of service and weekly pay in the following way:
· One and a half week's pay for each complete year of service aged 41 and over.
· One week's pay for each complete year of service between ages 22 and 40.
· Half a week's pay for each complete year of service under the age of 22.
The amount of a "week's pay" is subject to a statutory limit (currently £[AMOUNT]) and the payments that can be taken into account when calculating an employee's weekly pay are set down in the relevant legislation.
A maximum of 20 years' service can be taken into account.
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