To
[The Recipient Name]
[Designation]
I [Title] [Name] from [Department name] wish to inform you that the company has been suffering continuous losses for the past [number] months. The sales per branch have decreased greatly. In light of all this, the company has decided to reduce the number of branches per city. We regret to inform you that your branch is being merged with [branch name] and your services are no longer required. Your contract is also being terminated, effective [Date].
You will be given the next two months' pay and your [provident] fund will also be paid in full. You were issued with a laptop at the time of hiring, please return that latest by [Date]. Your contact person in this regard would be Mr. [name] in [Department name]. You can contact him by
Phone: [phone number]
Email: [email address]
In the end, we would like to thank you for all the hard work and dedication you have shown in the [number] years that you worked for [company name]. We apologize for the inconvenience this decision would cause you and wish you all the best in your future endeavors.
Yours sincerely,
[Your Name]
[Designation]
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