[Insert company logo here]

Private and Confidential

Address
Date (give at least 48 hours formal notice of the meeting)

Dear Name
Further to our conversation earlier today, we have been putting some thought into the structure of the business moving forward.

I wish to meet with you at time on date, at address, to discuss our thoughts, and possible new structure.  Due to the nature of the meeting, we invite you to bring a support person or representative.

Yours faithfully

Name

Title

Company Name

