Name

Address line 1

Address line 2

Country

Post Code

(Insert Date)

Dear [insert name], 
Over the next few weeks I will be meeting with each of my Personal Assistant’s separately to discuss the future cuts I am facing in my funding [or insert other reason as applicable] and the affect that this may have on your continued employment with me. I will be happy to answer any questions that you may have at this meeting. 
I am writing to invite you to attend a meeting with me on [insert date] at [insert time] at [insert location]. 
If you wish, you may bring a work colleague or trade union representative along with you to the meeting.

In advance of the meeting, please have a think about anything specifically that you would like to discuss in more detail and let me know by (insert date) if there is anything you wish to raise.

Following these individual meetings I will let you know the outcome of any decisions I make as soon as possible. 
I look forward to meeting with you.

Yours sincerely, 
Ref: 6.2 (a) 16/02/22

