



[bookmark: _GoBack]LETTER INVITE FOR VOLUNTEERS


[ON HEADED NOTEPAPER OF THE EMPLOYER]

[ADDRESSEE]
[ADDRESS LINE 1]
[ADDRESS LINE 2]
[POSTCODE]

[DATE]

Dear [NAME],
Applications for voluntary redundancy
Further to my letter of [DATE], it now appears that [NAME] (the Company) will have to make the redundancies that I previously suggested might take place.  
The Company wishes to avoid compulsory redundancies so far as possible. I am therefore writing to all employees in [LOCATION, DIVISION OR DEPARTMENT] OR [DESCRIPTION OF JOB]] to ask for applicants for voluntary redundancy on the following terms: [DETAILS OF PROPOSED PACKAGE]. 
The Company reserves the right to decline applications for voluntary redundancy, for example if there are more applications than the proposed number of redundancies or it considers that it is in the long-term interests of the Company to retain certain employees. The Company may still have to make compulsory redundancies if it does not receive a sufficient number of appropriate volunteers or is unable to accept all applications.
Employees who are interested in applying for voluntary redundancy should note that:
If they volunteer for redundancy but are then not accepted, the fact that they volunteered will not affect any aspect of their future employment with the Company.
They can change their mind and withdraw their application for voluntary redundancy at any time prior to [THE DATE ON WHICH THEY AND THE COMPANY ENTER INTO A FORMAL WRITTEN AGREEMENT CONFIRMING THE VOLUNTARY REDUNDANCY].
They will be invited to an individual consultation meeting to discuss their application and  deal with any outstanding issues, prior to confirmation being given
If you wish to apply for voluntary redundancy on this basis please sign and return the attached copy of this letter to me as soon as possible, and in any event at the latest by [DATE]. The Company will consider all of the applications that it receives and will let you know if your application has been successful by [DATE] and the date of your consultation meeting.  If you wish to obtain estimated redundancy figures prior to applying these can be obtained from [INSERT NAME/DEPT].
If you have any questions in the meantime, please do not hesitate to contact [me] on [PHONE NUMBER OR E-MAIL ADDRESS].

Yours sincerely

 ................................................................
 [NAME OF SENDER]
On behalf of [NAME OF EMPLOYER]
 
I wish to apply for voluntary redundancy on the terms set out in this letter. I understand that the Company is under no obligation to accept this application.
 
Signature: ...................................................
 
Name: .........................................................
 
Date: ...........................................................
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