Dear Employees
I have been given the responsibility to announce this hard news to all of you. You all know that pandemic has hit hard across the globe. It has caused a severe economic crunch and pushed many renowned companies back onto their own feet. The same is true in our case. It is hereby announced with deep regret that the company’s turnover for the last fiscal year was very low. 
Consequently, the company is facing financial crises nowadays. Keeping in view the whole scenario, it has been decided by the company to reduce its workforce by the end of this year. The said decision has been made in order to cut down the expenses of the company to a significantly low level.  
The situation was being anticipated during the onset of COVID 19. We strived hard to avoid crises but were failed. Now, we have no other choice to stabilize our company but to announce this layoff. Due to the closure of many departments, the jobs of a number of employees will be terminated. Employees having more than 10 years of service need not worry at all. The focus of the company is to terminate fresh, part-time employees and internees. Unfortunately, the services of some of our employees will also be terminated who have contributed towards the development of the company but are having less than 10 years of service.  
Management is grateful for your sincere efforts towards achieving the goals of the company. Your diligent work enabled us to stand among the top companies in the country. During this time of financial insecurity, your sincere cooperation will be highly appreciated. Be assured that it is the only choice that has been opted for. But it is only a temporary solution. We hope to come out of this economic crisis soon. 
When we stabilize and we get back to the profitable business again, we will need new employees and our terminated employees will be contacted first.
It is also assured that terminated employees will not be left alone. The list of employees to be terminated is being prepared and management is in contact with its permanent business partners to help the terminated employees find a suitable job. We are ready to support you until you find a new job.
Regards,
Company management
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