[On 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]
Following our previous [discussions OR correspondence], I am writing to confirm that [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 (TUPE) will apply to the proposed transfer. As you may know, under regulation 13 of TUPE, [NAME OF EMPLOYER, EITHER SELLER OR BUYER] must provide certain information to appropriate representatives of any employees affected by the proposed transfer. In addition, in some circumstances, there is an obligation to consult with those representatives.
[You have been elected by a ballot of those employees who will be affected by the transfer 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, EITHER SELLER OR BUYER] recognises in respect of [DESCRIBE CATEGORY OF THE AFFECTED EMPLOYEES]]. [NAME OF EMPLOYER, EITHER SELLER OR BUYER] is therefore providing you with the following relevant information:
· [NAME OF SELLER] is proposing to transfer the business to [NAME OF BUYER].
· It is currently planned that the transfer would take place on [or about] [DATE].
· [NAME OF SELLER] is proposing to transfer the business to [NAME OF BUYER] because [REASONS FOR THE TRANSFER].
· The proposed transfer would affect [NUMBER AND DESCRIPTION OF AFFECTED EMPLOYEES OF THE EMPLOYER, EITHER SELLER OR BUYER] who are currently employed in the business. They would transfer to [NAME OF BUYER] under TUPE on their current terms of employment [, except for those terms relating to their occupational pension scheme (see below)]. Their period of continuous employment would be preserved. [DETAILS OF ANY OTHER LEGAL IMPLICATIONS FOR SELLER'S AFFECTED EMPLOYEES OR DETAILS OF LEGAL IMPLICATIONS FOR THE BUYER'S AFFECTED EMPLOYEES]
· [Affected employees have the right under TUPE to object to their transfer to [BUYER]. The legal effect of objecting would be that:
· their employment with [SELLER] would automatically terminate by operation of law with effect from the date of the transfer (and they would not automatically transfer to [BUYER]);
· there would be no entitlement to either statutory or contractual compensation].
· [There would be no economic implications of the proposed transfer OR [DETAILS OF ANY ECONOMIC IMPLICATIONS]].
· [There would be no social implications of the proposed transfer OR [DETAILS OF ANY SOCIAL IMPLICATIONS]].
· [NAME OF EMPLOYER, EITHER SELLER OR BUYER] [envisages taking the measures specified below OR does not envisage taking any measures] in relation to its affected employees in connection with the transfer.
· There are currently [NUMBER] agency workers working temporarily for and under the supervision and direction of [NAME OF EMPLOYER, EITHER SELLER OR BUYER]. The parts of the undertaking in which those agency workers are working, and the types of work they are carrying out, are as follows: [DETAILS].
[INSERT DETAILS OF THE MEASURES] [It would not be possible for the transferring employees to continue to be members of the [NAME] occupational pension scheme following the proposed transfer, as they would no longer be employed in the [NAME] Group. Their current pension arrangements would therefore have to cease and [DETAILS OF PROPOSED NEW ARRANGEMENTS]].
[NAME(S)] and I need to meet with all of the appropriate representatives to discuss the proposed transfer and to consult with you about the measures which [NAME OF EMPLOYER, EITHER BUYER OR SELLER] envisages taking in relation to its employees in connection with the transfer. [The aim of this consultation will be to seek your agreement to those measures.] I have arranged a meeting with all of the representatives for [DATE, TIME AND LOCATION], 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. We will arrange a further meeting at which we will reply on behalf of [NAME OF EMPLOYER, EITHER BUYER OR SELLER] to all of the representations and, if it rejects any of those representations, state its reasons.
Please let me know if you have any queries. [I would be happy to meet with you to discuss the proposed transfer].
Yours sincerely
	[NAME]

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