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[ON LPC HEADED PAPER]

Strictly Private and Confidential

[Name]
[Address]
[Date]

Dear [Name]
Proposed transfer of [details] to [Name of Transferee]
I am writing in my capacity as [job title] of [legal name of Transferee] ("[Name of Transferee]") in relation to the proposed [details of what is transferring] from [legal name of Transferor] ("[Name of Transferor]") to [Name of Transferee], as a result of which the employment of specific employees of [Name of Transferor] will transfer to [Name of Transferee] under the Transfer of Undertakings (Protection of Employment) Regulations 2006 ("TUPE").
I am writing to [confirm that [Name of Transferee] does not envisage taking any measures] OR [give you information about the measures which it is envisaged that [Name of Transferee] may take] affecting employees who are transferred from [Name of Transferor] to [Name of Transferee].  
[OPTIONAL – include/delete as appropriate] Please note that [Name of Transferee] does not currently have all of the necessary information relating to the employees whose employment would transfer under TUPE, and [Name of Transferee] may therefore need to update the enclosed information once [Name of Transferee] has received that information. [Note: Where insufficient information has been provided to the Transferee from the Transferor to enable to confirm proposed measures, provide 'Measures Schedule' to Transferor for completion along with request for information on affected employees, if not already provided.]
[With the exception of the measures set out in the attached Measures Schedule,] [Name of Transferee] does not at this time envisage taking any measures in relation to affected employees. [Note: amend as appropriate.]
1. Terms and conditions of employment
[Name of Transferee] does not envisage changing the terms of employment of any employees who would transfer from [Name of Transferor] to [Name of Transferee] under TUPE.  
[OPTIONAL – INCLUDE IF POTENTIAL FOR MEASURES TO BE TAKEN] However, [Name of Transferee] will need to consider the practicalities of some procedural arrangements. In particular, [Name of Transferee] anticipates that it will be unable to provide certain of the benefits which employees currently receive [, including continued membership of the [Name] pension scheme,] and will therefore be offering alternative benefits on equivalent terms, as set out in the Measures Schedule to this letter. The Measures Schedule also sets out further information on procedural changes which the [Name of Transferee] envisages will be necessary in order to make the provision of certain benefits practicable in the context of [Name of Transferee]'s affairs.
2. Non-contractual policies and procedures
[OPTION ONE]
[Name of Transferee] does not currently envisage changing any policies or procedures relating to affected employees. However, [Name of Transferee] envisages making a number of procedural changes which will be necessary to make the continuance of certain policies and procedures practicable in the context of [Name of Transferee]'s affairs.
[OPTION TWO]
[Name of Transferee] is intending to review [all of the policies and procedures relating to affected employees] OR [the policies and procedures specified in the Measures Schedule to this letter] on the proposed transfer.
[OPTION THREE]
[Name of Transferee] envisages that affected employees will be subject to [Name of Transferee]'s own, equivalent non-contractual policies and procedures on the proposed transfer.
[OPTIONAL – INCLUDE BELOW POINT 3 IF APPROPRIATE]
3. Staffing levels
[OPTION ONE – IF NO REDUNDANCIES ENVISAGED]
[Name of Transferee] does not envisage reducing the number of employees engaged following the proposed transfer.
[OPTION TWO – IF REDUNDANCIES ENVISAGED]
[Name of Transferee] envisages that a small number of roles are at risk of redundancy on the proposed transfer. [Insert details of consultation, redeployment]
If you would like further information on the contents of this letter, [or the attached Measures Schedule], please let me know.
Yours sincerely

[Name]
For and on behalf of [full name of transferee entity]
	.
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