[Letter headed paper]
[ADDRESSEE]
[ADDRESS LINE 1]
[ADDRESS LINE 2]
[POSTCODE]
[DATE]
Dear [NAME(S)],
Transfer of [NAME OF THE BUSINESS] to [NAME OF BUYER]
As you know, [NAME OF SELLER] is proposing to transfer the [DESCRIPTION OF BUSINESS] (the business) to [NAME OF BUYER]. This transfer would affect [DESCRIPTION OF AFFECTED EMPLOYEES OF THE EMPLOYER, EITHER SELLER OR BUYER] (the affected employees).
We believe that the Transfer of Undertakings (Protection of Employment) Regulations 2006 (SI 2006/246) (TUPE) will apply to the proposed transfer.
As you know, you [have been elected by the employees of [NAME OF EMPLOYER] who will be affected by the transfer to act as their elected employee representative[s] in relation to this information [and consultation] process OR 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] will therefore:
· Provide you and your fellow representatives with the required information about the transfer and its implications. [We will be sending this to you shortly OR have put the required information in a separate document that is included with this letter].
· Consult with you and your fellow representatives about any proposed measures [with a view to reaching agreement]. I will arrange a meeting [or a series of meetings] with all of the representatives at which we will explain the proposals to you in more detail and consider any representations that you wish to make on the proposed measures.
· Provide you and your fellow representatives with reasonable resources and access to facilities to assist the effectiveness of communication with the employees that you represent, including a list of the names [and work email addresses] of those employees.
· Provide you with reasonable paid time away from your normal duties to enable you to carry out your role as representative.
We expect the consultation to last [NUMBER OF WEEKS OR MONTHS].
Your role is to:
· Receive the information from management about the TUPE transfer and any measures being proposed, whether in writing or at meetings.
· Share that information with the employees that you represent, and explain the process and any proposed measures to them.
· Talk to your fellow representatives about the process and any proposed measures.
· Act as a point of contact on relevant issues.
· Attend meetings to consult on the TUPE transfer and any measures being proposed.
· Make representations in writing or at meetings (or both).
· Ensure that the employees that you represent know how to contact you during the information and consultation period.
· Gather questions and views from the employees that you represent and feed them back to us in writing or at meetings (or both).
· Keep the employees informed of progress and any developments during the consultation.
· Share the information provided by the employer with the [affected employees OR employees that you represent] and obtain their views on the TUPE transfer and any measures being proposed,
· Participate in the process in a courteous, positive and constructive matter.
Please let me know if you have any queries.
Yours sincerely
	[NAME]

	On behalf of [NAME OF EMPLOYER, EITHER BUYER OR SELLER]
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