
SPECIMEN LETTER INFORMING EMPLOYEE THAT EMPLOYER IS RELOCATING ITS BUSINESS PREMISES
Dear (name of employee),
We refer to our letter dated (date) and subsequent meeting on (date).  We advised you of the possibility that the Company might be relocating its business premises that are situated at (address), which is your current place of work.  For the business reasons outlined to you, the Company now proposes that the relocation go ahead on (date) (although this date may be subject to slight change).  With effect from that date, it is proposed that employees will be relocated to work at (address) on a permanent basis and this will then become their normal place of work under the terms of their contracts of employment.

[Clause (number) of your contract of employment states as follows: (insert details of clause). 
As you therefore have an appropriate mobility clause in your contract of employment, the Company can require you to move to the new business premises in accordance with the terms of that clause and it does not require your consent to the move.  However, the Company does, of course, wish to take account of your views.  In the circumstances, 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).  Please be aware that any relocation will be pursuant to your mobility clause and you will not be given the option of taking redundancy, as the Company will not be following a redundancy programme.]
OR

[As we previously outlined, your job will still be available at the proposed new premises on your current terms and conditions of employment, with the exception of normal place of work. We would therefore very much hope that you will consent to the move.  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).
However, if you object to the move because you do not wish to relocate to (address), unfortunately the Company will have to consider making you redundant on the ground that it is proposing to cease to carry on business in the workplace where you are currently employed.  In this scenario, the Company will then embark on a redundancy programme with you and you will be invited to attend further individual consultation meetings.  Please be aware that if you unreasonably refuse our offer of employment at the proposed new business premises, you may forfeit any right you have to receive a statutory redundancy payment.  You will be asked to confirm in writing your reasons for objecting to the move, so that the Company can assess them on an individual basis.]

[In consideration for your agreement to the move, the Company is willing to pay you a one-off lump sum relocation incentive bonus of £(amount).]
[The Company is willing to offer relocation assistance to employees in relation to this proposed move of its business premises.  Further details of the provisions for relocation assistance will be discussed with you at the meeting.]
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.

Yours sincerely,

For and on behalf of the Company
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