
SPECIMEN LETTER INFORMING EMPLOYEE OF POSSIBLE RELOCATION OF BUSINESS PREMISES
Dear (name of employee),
We refer to our general staff meeting held on (date).  As we informed everyone at the meeting, there is a possibility the Company may relocate its business premises that are situated at (address), which is your current place of work.  At this present time, this is only a proposal that the Company is considering among a number of options.  However, we believe that it is important you be made aware of this possibility at the earliest opportunity.  If a relocation of our business premises does take place, it is likely to happen at some point between (date) and (date).  
New business premises currently being considered by the Company are located at (locations).
The Company is exploring relocation because (delete as appropriate or insert other reasons):
· [The commercial lease on the current business premises is due to expire on (date) and the landlord has indicated that it does not propose to renew it.]

· [The commercial lease on the current business premises is due to expire on (date) and the landlord has proposed a significant rent increase that is outside our budget.]

· [The business has expanded to such an extent that the current business premises are now too small to comfortably accommodate all of our staff.]

· [The business expansion and development in recent years means that we now have the financial resources to move to more modern premises in keeping with our corporate image.]
· [The business has contracted to such an extent that the current business premises are now too large for us.]

· [Financial constraints on the business due to the economic downturn mean that we need to secure cheaper premises.]
The Company believes it is important to take account of employees' views on the proposals and to consider any suggestions you might have before reaching any final decisions on relocation.  With this in mind, you are invited to attend a meeting at which the relocation proposal will be discussed further.  The meeting will be with (name) on (date) at (time) at (location).  
We would be grateful if you could contact (name) to confirm that you are able to attend the meeting or to arrange an alternative date and time.

Please rest assured that, if relocation of our business premises does take place in the future, your job will still be available at any new premises on your current terms and conditions of employment, with the exception of normal place of work.  

We will keep you advised of further developments.

Yours sincerely,

For and on behalf of the Company
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