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[ON LPC HEADED PAPER]

Strictly Private and Confidential

[Name]
[Address]
[Date]

Dear [Name]
Transfer of employment from [Name of Transferor] to [Name of Transferee]
I write further to our previous communications to confirm that the information [and consultation] process concerning the transfer of employees from [Name of Transferor] to [Name of Transferee] has now concluded, and that the transfer of employees will take place on [date].
I therefore write to confirm that, from [date], your employment will be transferred to [Name of Transferee] in accordance with regulation 4 of the Transfer of Undertakings (Protection of Employment) Regulations 2006.
For the avoidance of doubt, and as previously communicated, your employment will transfer to [Name of Transferee] on the same terms and conditions as you currently enjoy [except in relation to pensions which will not be automatically transferred. However, [Name of Transferee] will invite you to become a member of its alternative scheme in due course.]  The transfer will not affect your statutory rights in any way, and your continuity of employment will be preserved. [Note: amend/delete final yellow highlighted bracket as appropriate.]
Your right to object
You have the right to object to your employment transferring to [Name of Transferee].  
If you object to the transfer, your employment with [Name of Transferor] will terminate by operation of law on [date of transfer]. This is not a dismissal in law. You would not be required to work your notice period, nor would you be entitled to be paid for or in lieu of your notice period. You would also have no right to any other compensation. In particular, you would not be redundant, and you would not be entitled to receive a redundancy payment.
If you wish to object to the transfer, and for your employment with [Name of Transferor] to come to an end on [date], please contact [Name] on [contact details] to request an opt-out form.
If you have any other queries, please contact [Name] on [contact details].
Yours sincerely

[Name]
For and on behalf of [Name of Transferor]
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