
Consultation letter – initial notification
Date

Employee name
Employe address 


Dear name,

Further to our correspondence on date I wish to advise you that a recent review of the organisations details was undertaken. The purpose of this letter is to consult with you regarding these changes and the potential impact it may have.

What the business is considering changing:

DETAILS

What are the reasons for the changes?

DETAILS

Why are the above proposed changes deemed reasonable in the circumstances?

DETAILS

What steps if the business taking to minimise any adverse impact on you

DETAILS

What will happen next?
DETAILS

Yours sincerely,

Manager name
Manager title
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