Date:
Dear Mr. [name]
I [Title] [Name] am writing to inform you about the decision to terminate your contract. As it was intimidated earlier that the management had decided to reduce the workforce by [number] percent. This painful decision had to be taken due to the unprecedented challenges caused by Covid. The hospitality industry was hit the worst by this pandemic and our hotel is no exception. Workforce reduction was inevitable, but we delayed this painful step for as long as possible but now it seems that the only way forward is with reduced staff at least till the time that things get back to normal.
You would be paid two months’ salary in advance. Also, when travel restrictions are removed and the hotel is operating at its full potential and we are rehiring, preference would be given to old employees. For clearance of your dues, please get in touch with Mr. [name] in [department name]. In the end, we would like to thank you for all the hard work you have put in while you were with us. We wish you all the best for the future.
Looking forward to your cooperation and understanding,
Yours sincerely,
[Your Name]
[Designation]
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