To
[The Recipient]
[Designation]
Re. Notification Regarding Temporary Hiring Freeze due to Instability in Business and Economic Ballgame w.r.t Ad. No. 3490/D780
Dear Candidates, I am writing this letter to notify you about the temporary closure of the hiring with reference to the ad. No. 3490/D780. The hiring was opened on 20th April 20XX to fill the vacant position of Assistant Finance Manager and Assistant Manager in the Manufacturing Department. The ad was posted on social media (Instagram and Facebook pages of STEPS Industries) on 20th April 20XX, and applications were invited from the eligible candidates who could perform the managerial tasks mentioned in the ad.
The ad was posted by the Human Resources Department without any intrusion of the Board of Directors and Accounts Department. Later, the scrutiny committee analyzed that the industry is not in the position of hiring new employees because of the sudden economic downturn in the finance of the industry.
The industry has been facing many difficulties and troubles in maintaining the operations for net profit that went very low. Therefore, in the meeting of the board of directors, it has been decided that the hiring shall be frozen for an uncertain period.
This instituted hiring freeze has been by the consultation with the Department of Accounts and Auditing. Due to the Pandemic, the industry has seen a huge loss in its imports and therefore, it has become highly troublesome to hire new employees. The implemented lockdown which is still in effect since March 20XX has kneeled and debilitated the company.
We are extremely sorry for the trouble and inconvenience caused to you. This is the only way by which we can avoid layoff in the company. We hope that with strong teamwork and strenuous performance of the workers can resolve this matter and bring the company back to its eminence and prestige. 
We extend our thanks to you for cooperating with us. We shall let you know about the resumption of hiring once the situation gets back to normal. You can contact us at +[X] or email us at [EMAIL].
Regards
Geller Salvatore
The General Manager
Department of Administration and Communications
STEPS Groups, San Francisco, CA, USA.
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