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[DATE]

Dear [NAME],

Re: Invitation to redundancy outcome meeting

Time:			Time
Date:			Date
Location:		Address
You are invited to attend the above meeting with [NAME], to discuss the outcome of the recent redundancy consultation. I will be attending on behalf of the HR Team. 
As confirmed to you on [DATE, the proposal will proceed as originally presented to you and the consultation period has now ended OR the proposal has changed in view of the feedback received and we will XXXX]. In light of this decision, there is no longer a requirement for your role as [job title] covering the [details of office/region]. Therefore, this meeting will be to discuss the termination of your employment as a result of redundancy. 
You are entitled to bring a work colleague or trade union representative with you to the meeting. Please let me know in advance if you wish to be accompanied and I will make the necessary arrangements. 

We recognise that this process may potentially cause you feelings of unease. At [company name], we are committed to supporting employees’ emotional wellbeing and would therefore like to remind you that support is available to you through [insert details of employee wellbeing assistance programmes and how they can access it].
Please keep the contents of this letter completely confidential with the exception of any applicable representative and your family.

Yours sincerely,					

[Name]
[Job title]
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