LETTER FROM TRANSFEROR TO EMPLOYEES IMMEDIATELY PRIOR TO TRANSFER CONFIRMING CHANGE OF EMPLOYER

[INSERT NAME AND ADDRESS OF EMPLOYEE]

[DATE]

Dear [NAME OF EMPLOYEE]

Transfer of [DESCRIBE BUSINESS/SERVICE TRANSFERRING]
I refer our announcement on [INSERT DATE] and our subsequent letter when we advised that [DESCRIBE BUSINESS/SERVICE TRANSFERRING] would transfer to [INSERT NAME OF TRANSFEREE] on [INSERT TRANSFER DATE].   It was explained that this transfer is covered by the Transfer of Undertakings (Protection of Employment) Regulations 2006.

By way of reminder, this means that on [INSERT TRANSFER DATE], you will no longer be employed by [INSERT COMPANY’S NAME] as your employment will have automatically transferred to [INSERT NAME OF TRANSFEREE] and they will be your new employer from that date. Your terms of employment are maintained on transfer, except those relating to any occupational pension, along with your continuity of employment. Your statutory rights also remain unchanged. 
I would like to take this opportunity, in advance of [INSERT TRANSFER DATE], to thank you for the service that you have provided to [INSERT NAME OF THE COMPANY] during your employment with us and wish you well with your continued employment with [INSERT NAME OF TRANSFEREE]. 

If you have any questions prior to [INSERT TRANSFER DATE] regarding the transfer of your employment, please contact me.  After that date, any questions should be directed to [INSERT NAME OF TRANSFEREE]. 

 Yours sincerely
[INSERT NAME AND JOB TITLE]
