
1 

© Simply-Docs – EMP.AT.10 – Letter Inviting Employee Representatives or Affected Employees to a TUPE Consultation Meeting. 

[Print on Company Letterhead] 
 

 
 
 
 

<<Employee's Name>> 

<<Address>> 

<<Address>> 

<<Post Code>> 

 

<<Date>> 

 

 

Dear <<   >>, 

 

 

Following my letter of <<insert date>>, I am writing to you in connection with 

the transfer from <<state name of Transferor Organisation>> to <<state name 

of Transferee Organisation>> on the proposed [acquisition of <<state name of 

business>>] OR [change of service provider] on <<insert date>>. 

It is likely that measures will be taken in connection with the transfer to 

<<state name of Transferee Organisation>> in relation to the affected 

employees. The purpose of this letter is to start consultation about these 

proposed measures with a view to seeking your agreement to them. 

The envisaged measures are as follows: <<state proposed measures>> 

The Company wishes to arrange a consultation meeting with you to discuss 

the proposed measures with a view to seeking your agreement to them. The 

consultation meeting will take place on <<insert date>> at <<insert time>> at 

<<insert location>>. The meeting will be attended by <<insert name>> [and 

<<insert name>>].  At the consultation meeting, you will be able to discuss 

and make representations in respect of these proposed measures. 

After this meeting, we will hold another consultation meeting where we will 

reply to all of the representations. 

[As an elected employee representative, you will have access to personal 

data relating to affected employees. Inappropriate access to, or disclosure of, 

employee data constitutes a data breach and should be reported in 

accordance with the Company's data protection policy. It may also constitute 

a disciplinary offence, which will be dealt with under the Company's 

disciplinary procedure.] 
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The Company will process any personal data during the consultation process 

in accordance with the Company’s data protection policy. 

If you have any concerns or questions, please contact <<insert name or job 

title e.g. the HR Manager>>. 

 

 

 

Yours sincerely 

 

 

 

<<Name>> 

<<Title>> 
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