Private & Confidential 
Legally Privileged

[INVITE TO SECOND CONSULTATION MEETING]
[Yellow highlights: to be completed before the document is provided to the employee. Please amend, insert appropriate wording or remove as applicable.]
[Green highlights: guidance. Please contact Clyde & Co LLP for further legal advice if required. If available, choose between two or more options set out and delete as appropriate.] 
DISCLAIMER: Please note that this template document is to be used where there are less than 10 affected employees. In the event an LPC has more than 10 affected individuals, please contact Clyde & Co for further advice.
[Note: this letter is to be used exclusively where consultation is required.]
	

[ON LPC HEADED PAPER]

Strictly Private and Confidential

[Name]
[Address]
[Date]

Dear [Name]
Transfer of employees from [Name of Transferor] to [Name of Transferee]: Second consultation meeting
Further to the consultation meeting held on [date], I can confirm that the next consultation meeting with the affected employee(s) regarding the above proposed transfer will take place on [date] at [time] at [location].
I enclose a copy of the minutes from the first consultation meeting, together with an updated Q&A document, now including answers to some of the questions which were raised at the previous consultation meetings. If any new questions have been raised since the last meeting, please bring these questions to the next consultation meeting. [Note: Where the second consultation meeting is expected to be the last, it may be preferable to ask for questions by email before the meeting so that final answers can be prepared and provided at the meeting itself.]
If for any reason you are unable to attend the meeting, please let me know as soon as possible. 
Please contact [Name] on [contact details] with any other queries prior to the meeting.
Yours sincerely

[Name]
For and on behalf of [Transferor]
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