Imminent Layoff Announcement
[Date]
To:


All employees

From:

[Name]



[Title]


Subject:
Company Layoff

It is with great regret that we must inform you that the Company must lay off approximately [Number] employees by [Date]. As many of you know, we have been experiencing significant financial challenges in recent months because of [economy, falling sales, etc.]. We have already taken steps to cut costs where possible and explored all options. Unfortunately, a layoff is necessary in light of an uncertain economic outlook.

We will be [closing some offices, consolidating offices, reducing staff as needed, etc.]. Affected employees will be informed by their managers.

We know this will create hardship for those of you being laid off. We want to accomplish this reduction in force as fairly and compassionately as possible, and we will seek to provide you with what support and assistance we can in the transition.
We will provide you details regarding the layoff, including information on options regarding benefits and other information no later than [Date].

Any questions should be directed to [Name of contact person or the Director of Human Resources].

Employer Notes:





The announcement may include information regarding any severance and/or outplacement assistance, if applicable.





Designate a single person for employees to contact with questions regarding the layoff in order to avoid the possibility of conflicting messages.









