Initial Announcement of Potential Redundancies
Thank you for your time today and for coming to this meeting.  
Regrettably, I have some difficult news to share. I need to let you know that I will be writing to you and [• all staff in [• the organisation] OR [• location] OR [•the team] to warn of possible redundancies.  Unfortunately, [• INSERT REASONS FOR POTENTIAL REDUNDANCIES].
We are committed to exploring ways of avoiding compulsory redundancies and minimising the number of employees affected.  Measures which may assist in avoiding compulsory redundancies include [• reducing hours, voluntary pay cuts, voluntary redundancy or short-time working and restricting overtime] [• details of any other plans to avoid redundancies].  If you have any suggestions on ways to avoid redundancies, we would welcome your views so please do let me know.

If there is no viable alternative, we may have to [• make redundancies OR carry out a reorganisation which may result in redundancies] at [• location or team].  At present we anticipate that, if compulsory redundancies become necessary, [• all of the employees in the [• location or team] are likely to be at risk OR the following roles are likely to be at risk:

· [• number] (from a total pool of [• number]) [• description of job/ team/ department ]

· [• number] (from a total pool of [• number]) [• description of job / team/ department]

· [• number] (from a total pool of [• number]) [• description of job/ team/ department].

If redundancies are necessary the organisation will regrettably have to decide which colleagues will be selected for redundancy.  [• This would be done on the basis of objective and quantifiable selection criteria. The proposed selection criteria will be circulated in advance for feedback.] OR [This will be done by inviting those at risk to apply for available roles and determining the successful candidate by way of a competitive interview process.]
We will be arranging individual meetings with affected employees to consult them about the proposals in more detail and how they may affect them personally. There will be an opportunity to discuss the selection process and criteria. There will also be an opportunity to explore if there are any alternatives to redundancy with those who are at risk.  I should stress that no final decision has been made at this time and that decisions will be made subject to full consultation. 
One option to potentially reduce the number of compulsory redundancies, is to invite volunteers for redundancy. [• We are offering an enhanced voluntary scheme should this option be of interest.] If you would be interested in applying for voluntary redundancy, and to discuss the terms that would apply in those circumstances, please contact me as soon as possible, and by no later than [• time] on [• date].  We reserve the right not to accept all applications for voluntary redundancy, particularly if there are more applications than the proposed number of redundancies or it considers that it is in the long-term interests of the organisation to retain certain employees.
If you have any questions or require any support in the meantime, please do not hesitate to contact [• me OR [• name]] [• on OR at] [• phone number or email address].

Thank you for your assistance and continued professionalism at this difficult time. 
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