
[Name of existing charity]

[Address]

[Date]

[Name and address of employee]

Dear [name of employee]
Transfer of Employment
As you will be aware, the members of (name of charity) have decided that it is in the long term interests of the group to transfer its undertakings to (recipient organisation).

As part of this process your employment will be transferred to (recipient organisation).  The purpose of this letter is to formally notify you that with effect from [date of transfer] your employment will be transferred to (recipient organisation)
The terms and conditions of your employment will remain as stated in the statement of employment which was given to you at the commencement of your employment, and of course the continuity of your employment (for statutory purposes) will be unaffected.
If you have any questions regarding the transfer, please do not hesitate to contact me at [email address] or on [telephone].

Yours sincerely

[Name of chair]
Chair

