SAMPLE LETTER: TERMINATION DUE TO REDUCTION
[Date]

Dear [Employee’s Name]

This is to inform you that management has taken a very difficult, but necessary decision to reduce the number of employees due to the economic slowdown. Although the economy has recovered somewhat, business activities have still been sluggish. Full recovery is expected only in the distant future.

It is with regret that management has to take this decision, as a last resort.

You are one of the affected employees in this reduction exercise. Your last day of service with [Company Name] shall be on [Date].

Arrangements will be made to pay you your salary up to and including 18 April 2003 plus 14 days' pro-rated leave earned after the usual clearance formalities have been completed.

In addition, [Company] shall pay you [two weeks'/one month's] salary in-lieu of notice plus [List any other benefit or monetary offer, if any] as a reduction benefit.

Management recognizes the immediate impact, both emotionally and financially this exercise has brought upon you. As a goodwill gesture to help you minimize the impact, management has arranged for an outplacement service for you so that you can find a suitable job as soon as possible. If you would like to take part in this exercise, please register yourself with the HR department by tomorrow afternoon. Further details of the outplacement exercise can be obtained from the HR department.

On behalf of management and staff, we take this opportunity to thank you for your past services and wish you well in your future endeavors.

If you need further clarifications, please contact [Contact Name] of the HR department at [Phone #].

Signed

HR Representative
Date

