(Your company letterhead)

Date
To:



Position:


RE: S189 (3) NOTICE OF CONTEMPLATING RETRENCHMENT
As discussed at our meeting held on the _________200_ it may be necessary to retrench some of our employees.  Although we have already started a consultative process with you, Section 189(3) of the Labour Relations Act (LRA) requires that we must submit a letter to you disclosing specific information.  We now do so. 

1. REASONS FOR PROPOSED POSSIBLE RETRENCHMENTS
2. ALTERNATIVES CONSIDERED

3.
NUMBER OF PROPOSED RETRENCHEES AND JOB CATEGORIES

4.
PROPOSED METHOD OF SELECTION

5.
TIMING OF THE RETRENCHMENT 
6.
PROPOSED SEVERANCE PAY
7.
ASSISTANCE OFFERED
8.
FUTURE RE-EMPLOYMENT
9.
NUMBER OF EMPLOYEES IN OUR EMPLOY
10.
EMPLOYEES RETRENCHED IN PRECEEDING 12 MONTHS
11.
CONCLUSION
Yours sincerely

__________________

Director
