To
[The Recipient Name]
[Designation]
I am writing this letter to inform you that the administration has decided to permanently close the [name of office]. During the lockdown, due to COVID, the office spaces had to be closed while all the staff was required to work from home. Now due to an overall improvement in the COVID situation in the country, particularly encouraging rates of vaccination amongst the population, we are considering re-opening offices to restore our previous workplace routine. 
However, an appraisal of the previous year has revealed that the arrangement of “working from home” has had certain positives, both in personal and business sense. Not only has it resulted in increased convenience for all of us but has also proved to be safer for the employees in significantly reducing avoidable public exposure during the pandemic where the risk of new variants remains a constant concern.  
Nevertheless, the work from home routine has also made individual and collective business sense. While we have all benefitted from saved time, money, and energy spent in commute, the company has greatly benefitted from a considerable reduction in overhead costs. Therefore, in consideration of your valued opinions and all the above-mentioned mutually beneficial factors, we feel that we have taken the correct decision.
It may be noted that while considering all the above-mentioned factors, the safety and well-being of our precious human resources remained our foremost consideration in the company’s decision-making process while regulating work routine during the pandemic and will continue to remain so in the future. 
The arrangement will be reviewed after a period of six months, duly incorporating your feedback. In the end, we would like to praise you as without your dedication, patience, and co-operation we would not have been able to make the difficult adjustments in work arrangements during a trying period of the lockdown. The reason that we came out of the Covid without any layoffs was your cooperation and hard work.
Looking forward to your co-operation and support,
Yours sincerely
[Your Name]
[Designation]
writeletter2.com


w


riteletter2


.com


 


 


To


 


[The Recipient Name]


 


[Designation]


 


I am writing this letter to inform you that the administration has decided to permanently close the 


[name of office]. Durin


g the lockdown, due to COVID, the office spaces had to be closed while 


all the staff was required to work from home. Now due to an overall improvement in the COVID 


situation in the country, particularly encouraging rates of vaccination amongst the populati


on, we 


are considering re


-


opening offices to restore our previous workplace routine. 


 


However, an appraisal of the previous year has revealed that the arrangement of “working from 


home” has had certain positives, both in personal and business sense. Not on


ly has it resulted in 


increased convenience for all of 


us but


 


has also proved to be safer for the employees in significantly 


reducing avoidable public exposure during the pandemic where the risk of new variants remains a 


constant concern.


 


 


 


Nevertheless, 


the work from home routine has also made individual and collective business sense. 


While we have all benefitted from saved time, money, and energy spent in commute, the company 


has greatly benefitted from a considerable reduction in overhead costs. Therefo


re, in consideration 


of your valued opinions and all the above


-


mentioned mutually beneficial factors, we feel that we 


have taken the correct decision.


 


It may be noted that while considering all the above


-


mentioned factors, the safety and well


-


being 


of our 


precious human resources remained our foremost consideration in the company’s decision


-


making process while regulating work routine during the 


pandemic and


 


will continue to remain so 


in the future. 


 


The arrangement will be reviewed after a period of six m


onths, duly incorporating your feedback. 


In the end, we would like to praise you as without your dedication, patience, and co


-


operation we 


would not have been able to make the difficult adjustments in work arrangements during a trying 


period of the lockdow


n. The reason that we came out of the Covid without any layoffs was your 


cooperation and hard work.


 


Looking forward to your co


-


operation and support,


 


Yours sincerely


 


[Your Name]


 


[


Designation]


 




w riteletter2 .com     To   [The Recipient Name]   [Designation]   I am writing this letter to inform you that the administration has decided to permanently close the  [name of office]. Durin g the lockdown, due to COVID, the office spaces had to be closed while  all the staff was required to work from home. Now due to an overall improvement in the COVID  situation in the country, particularly encouraging rates of vaccination amongst the populati on, we  are considering re - opening offices to restore our previous workplace routine.    However, an appraisal of the previous year has revealed that the arrangement of “working from  home” has had certain positives, both in personal and business sense. Not on ly has it resulted in  increased convenience for all of  us but   has also proved to be safer for the employees in significantly  reducing avoidable public exposure during the pandemic where the risk of new variants remains a  constant concern.       Nevertheless,  the work from home routine has also made individual and collective business sense.  While we have all benefitted from saved time, money, and energy spent in commute, the company  has greatly benefitted from a considerable reduction in overhead costs. Therefo re, in consideration  of your valued opinions and all the above - mentioned mutually beneficial factors, we feel that we  have taken the correct decision.   It may be noted that while considering all the above - mentioned factors, the safety and well - being  of our  precious human resources remained our foremost consideration in the company’s decision - making process while regulating work routine during the  pandemic and   will continue to remain so  in the future.    The arrangement will be reviewed after a period of six m onths, duly incorporating your feedback.  In the end, we would like to praise you as without your dedication, patience, and co - operation we  would not have been able to make the difficult adjustments in work arrangements during a trying  period of the lockdow n. The reason that we came out of the Covid without any layoffs was your  cooperation and hard work.   Looking forward to your co - operation and support,   Yours sincerely   [Your Name]   [ Designation]  

