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Date
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Your Name

Recipient Name
Title
Company Name
Street Address
City, ST ZIP Code
Dear Recipient Name:
[bookmark: _GoBack]We are sorry to announce that the company is closing down as we don’t have enough projects which will keep the company running in profit. We are going to merge the office with our sister company, and we will lay off some of the employees. We can’t take all of you with us and we regret that, but the company will not be able to pay if we don’t take this decision.
The company will be closed on (mention the date) and we will accommodate half of the employees in the new office. We are sad due to the fact we can’t accommodate every employee, but we will surely assist them in getting a suitable job.
We are thankful to every person who is a part of this company for giving excellent services throughout the years. The employees will be paid the salary of one month which will help them in looking for a new job easily.
Thank you for your contribution to the company and we wish you the best of luck!
Sincerely,
(Manager name)
(Designation)
(Company name)
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