[L]External Policy Change





[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We’d like to take this time to thank all our valued customers for their business, and we look forward to continuing to do business with you in the years to come.

It has been our policy to send out Christmas Fruit Baskets to our customers, and while we would like to continue to recognize each of you individually, our growth has made that quite simply, impossible.

Beginning with the [year] holiday season, we will make a donation to a charitable organization, on behalf of our customers. Each year, a team of employee’s will meet and decide which organization we will select, and that information will be included in our Company Christmas Card.

We know that you agree with us, that the spirit of the season should be considered, and we hope you will find our new policy one that both show our appreciation for you, and our desire to help those less fortunate.

Happy Holidays from all of us at [company].

Sincerely,

[Name]

[Title if applicable]

[L] External Policy Change-Credit Terms







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

As you know, we have offered our customers the opportunity to pay by credit card, rather than take advantage of our 1% 10 Net 30 payment terms.  Recent changes to credit card processing fees have made it necessary for us to review this policy.

Effective immediately, any credit card transaction for less than $50.00 will have a 5% surcharge, to offset credit card processing and transactional fees. Any credit card transaction between $50.00 and $100.00 will have a transactional and processing fee of 3%. Any credit card transaction over $100.00 will have a 2% surcharge.

We hope you will understand the necessity of this change.

Sincerely,

[Name]

[Title if applicable]

[L] External Policy Change-Visitors







[Date]

 [Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We’d like to thank all our vendors for the wonderful support you have given us during this time. We appreciate the many expressions of sorrow you have given us, and your understanding as we begin the healing process, after the loss of our employees.

In order to give our employees the time to heal, we are, effective immediately curtailing all vendor visits. We would ask that you honor our wishes and understand that we need to put the physical, mental and emotional well being of our staff first and foremost.

We will be available by telephone and email, but will not be open for vendor visits until further notice. We appreciate your understanding.

Sincerely,

[Name]

[Title if applicable]

[L] External Policy Change-Order Processing












[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We would like to notify all of our customers that we are making a change in the way we process your orders. Effective immediately we will only process an order if we have a hard copy purchase order, which reflects our 1%10 Net 30 terms.  Purchase orders without terms specification, or “email” or “soft” PO’s will no longer be accepted.

Thank you for your understanding.

Sincerely,

[Name]

[Title if applicable]

[L] External Policy Change-Security Measures












[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Recent current events have caused us to examine our security, and as a result we will no longer allow family members to have free access to our facility. We will be changing our vendor and customer policies as well, so that they are only allowed in certain areas of the buildings, and then only with the proper identification and escort.

Your cooperation in abiding by these new policies is appreciated.

Sincerely,

[Name]

[Title if applicable]

[L] Internal Policy Change-Health Insurance







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We’d like to take this opportunity to announce that we are changing our health and dental insurance coverage for our employees from [carrier] to [carrier] effective [date].

A representative from [carrier] will be on site on [date] to review the policy and options and to meet individually with you. Please have your information regarding primary care provider, prescription needs and any pre-existing conditions that you think should be discussed, to ensure continuation of coverage without interruption.

We think you will find this plan comparable, if not better than the existing coverage offered today. Please see your manager if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L] Internal- Confirmation of Promotion







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

It is our great pleasure to confirm that you have been promoted to the challenging and demanding position of [position]. This promotion is in recognition of the fine work you have done for [Company]. 

We are very confident that you will meet the new responsibilities which accompany the position of [position] with the same level of enthusiasm and enterprise which you have exhibited since you came to work with our firm. We look forward to your continued success, and know that you will bring new perspective to this opportunity.

Please accept our congratulations on your new promotion.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Announcement of Employee Promotion







[Date]

 [Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am pleased to announce that [Name] has been promoted to [Title], effective [date]. [Name] has been with the company since [year] and during that time has been instrumental in the success of our organization.

In [his/her] new role, [Name] will be responsible for [specify]. Information regarding the person who will take over [Name] current responsibilities will be made available at a later date.

Please join me in congratulating [Name]

Sincerely,

[Name]

[Title if applicable]

[L] Internal Announcement –Department Changes







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are pleased to announce the following changes to our Sales Team. [Name] will continue in [his/her] role as [Title] with overall responsibility for the success of the sales organization. Our growth and increased personnel has made it reasonable to put a Manager in place, who will guide the daily process of the sales force. We are happy to promote [Name] to that position. [Name] has demonstrated the ability to manage and motivate a sales team, and we are sure that you will join us in congratulating [Name].

The duties previously managed by [Name] will be distributed among these 3 sales people [names] who will assume the new positions of team leaders. These fine professionals will be the “first contact” for the territory representatives in their regions, and will assist [Name] in creating and implementing strategies to meet the objectives of [Company].

We will be hiring 4 additional sales people once this transition is complete. Please take a moment and congratulate these fine employees on their enhanced responsibilities.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Employee Promotion Announcement







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am excited to announce that [Name] has been promoted to the position of [title] effective immediately.

Our Company continues to have the best year since our inception, and I am confident that [Name] will add to department and continue the success we have enjoyed so far this year.

Please join me in congratulating [her/him]

Sincerely,

[Name]

[Title if applicable]

[L] Internal Announcement-New Position/Promotion







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are pleased to announce that [Name] has accepted a newly created position in our organization, [Title]. [Name] has been with the company for [years], and has been managing the [location] office for the past [years].

In [his/her] new role, [he/she] will have the concurrent responsibilities of the [location] office, as well as the newly created [office location].

[Name] will continue to be based out of [location] and will report directly to me. Please join me in wishing [him/her] continued success in this new assignment.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-formal announcement of promotion







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

The Chairman, Board of Directors, and Senior Staff of [Company] are pleased to announce that we have selected a new [Title]. [Name], who has been with us since [year], most recently as [title] has accepted a promotion to [title] effective immediately.

We will hold a company reception for [Name] on [date]. Please join us in congratulating [Name] on this exciting new challenge.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Layoff Announcement to Employee







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We had been hoping that during this period of reorganization we could keep all of our employees with the company. Unfortunately, this is not the case.

It is with regret, that we must inform you that we will be unable to utilize your services after [date]. We have been pleased with the qualities you have exhibited
during your tenure of employment with us, and will be sorry to lose you as an employee of the company. We will make outreach services available to you, for resume preparation, interviewing skills, and will of course provide you with a reference.

Please accept our best wishes for your future.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-General Announcement of Layoffs







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We have had a difficult year.  The loss of the [name] contract hurt our organization, and the current economy fluctuations have had a direct impact on the consumers who purchase our products.

We have attempted to hold the budget line and curtail any unnecessary expenses as a means of keeping everyone on the payroll, but unfortunately, the current business climate has left us no choice but to reduce our workforce by [%].

Managers will be meeting with all employees individually to discuss any pending layoff, change in job or benefit program. We regret that this is necessary, and look forward to changes in our economic climate which will get our company back on track.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Employee Layoff Announcement-General







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

As part of our continuing strategy to keep our company open during this financial reorganization, we are forced to look at our staffing levels as a means of reducing overhead costs.

We have met with those employee’s who will be eligible for retirement in the next year, and offered them an early retirement package. This has enabled us to reduce the number of layoffs to [%]. 

We will lay off a portion of our employees beginning the week of [date] and will make every effort to assist them in outplacement.  We will continue to keep all employees informed of our reorganization progress.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Employee Layoff Letter







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are in the process of evaluating our business plan for the balance of the year. As you know, the fire in our factory has reduced our ability to run a full three shifts, and we are forced to reduce our workforce accordingly.

This is to confirm your meeting with your manager on [date] and your pending layoff from our company. We regret that we have to lose valuable employees’ such as you, and when our rebuild has been completed, please be assured you will be contacted, and offered the opportunity to return to a similar position.

Thank you for your service to [Company].

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Letter to Employees clarifying Company Status







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We’d like to address the rumors that have been running rampant throughout the plant, so that each of our valued employees has the real story behind the layoff that occurred last week.

During the month of [specify] our organization was granted a short term contract to produce [product] for [client]. Our current commitments to our customers would have suffered, if we had not added temporary employees to our staff.

The recent layoffs were a combination of reducing that workforce, and making corrections to assure that all essential staff positions were adequately covered.  There has been no discussion about additional layoffs, nor do we anticipate any more changes to our personnel.

We value you as employees and value your service to our Company. Please address any future concerns directly to your Manager, so that there is no unnecessary confusion or anxiety.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-New Employee Layoff







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are sorry to announce that as a result of our reduction in venture capital, we will be reducing our workforce effective immediately.

Your tenure with us has been less than [time], so as a result you will be laid off during the week of [date]. This is no reflection on your ability or your performance, and we regret that this is necessary.

We are making our computer lab available to you so that you can update your resume, use the Internet for job searches and post your resume on job boards as you wish. The State of [State] Department of Employment will conduct a seminar on [date] so that you can brush up on any interviewing skills you would consider helpful.

Health and Dental insurance will be covered through the end of the month, and you will have the opportunity to continue your coverage through the COBRA program. Information regarding that will be made available to you during your exit interview.

Thank you for your service to our organization.

Sincerely,

[Name]

[Title if applicable]

[L] Employment Offer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are pleased to confirm your employment by our firm in the capacity of [job title]. You will report directly to [Manager], commencing with your start of employment on start date].Your salary shall be [detailed]. You will also be covered by the standard group benefit plans and fringe benefits explained to you. For the first year vacation time shall be pro-rated, so you will be entitled to [amount] day’s vacation for this year.


If you agree, this letter sets forth our understanding, please sign the enclosed copy and return for our files. 

We look forward to your joining the company.
Sincerely,

[Name]

[Title if applicable]

[L] Employment Offer-Drug Screening







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This is to confirm our telephone conversation today and our offer to you to join [Company Name] as [Job Title]. The attached offer letter details the conditions of your employment, salary, benefits, and our employee plan for time off for health, personal or vacation needs.

In addition to the general outline of employment, I have also included the booklet which outlines stock options and profit sharing.

You should review the letter of offer carefully, sign the original and return to our office by [date] keeping a copy for your records. The waiver, also attached, provides us with your permission to begin our standard substance tests, and [office] will contact you with an appointment. Please note that successful completion of drug screening is a condition of employment with [Company], and [Company Name] reserves the right to conduct periodic drug tests, at their discretion and convenience.

We expect you to join us on [date] and, at that time, you should have with you (3) forms of Identification, from the attached list, so that you can fill out your W-2, Insurance, and Stock Option forms.

We look forward to having you join us on [date]. Please contact my office if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L] New Employee-Welcome letter from HR







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am pleased to welcome you as a new employee to [Company Name]. I am very pleased that you have accepted our offer of employment and know that this is the beginning of a mutually beneficial association.

We encourage you to take advantage of selected courses that are available in this vicinity, in order to improve their skills and learn new skills in related areas. The courses and their corresponding registration dates are listed on the employee bulletin board for your review. After your initial 90 day period of employment with [Company name], should you decide to attend one of these courses, please advise your office manager and he will make the necessary arrangements.

Once again, welcome to [Company Name]
Sincerely,

[Name]

[Title if applicable]

[L] New  Employee-Training Schedule







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Welcome to [Company Name]! We are pleased you have accepted our offer of employment and look forward to your joining us on [date].

All new Employees’ attend a 2 week training period to acclimate them with our policies, company history, and product training. I have attached your schedule, and course outline for your convenience. All new employee paperwork will be done as part of your training class.

We look forward to your success with [Company Name] and seeing you again on [date]. Please contact Human Resources if you have any questions about the training schedule.

Sincerely,

[Name]

[Title if applicable]

[L] New Employee-Welcome letter-general







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your interest in [Company Name]. On behalf of the Management Team and the Board of Directors, it is my pleasure to welcome you to our organization.

We look forward to your joining us on [date]. Information regarding the specifics of your employment will be forwarded to you under separate cover.

Sincerely,

[Name]

[Title if applicable]

[L] New Employee-Confirmation of Phone Offer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is to formally acknowledge our offer to you, to join [Company Name] as [Title]. We are excited that you are joining our team, and look forward to a long and successful relationship with [Company Name].

Details of your employment package are included in the attached documents. You should sign and return the letter of offer to us by [date]. We look forward to seeing you on [start date].

Sincerely,

[Name]

[Title if applicable]

[L] Employee-Written Warning







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I regret that I must write to you concerning your inappropriate conduct as an employee of this company.  Despite an earlier oral warning I feel it is necessary to provide you with written notification that your employment with [Company] could be in jeopardy. 

As an employee and as part of your contract of employment you are responsible for working a 40 hour week, Monday through Friday, from 8:30 AM to 5:00 PM. You should be in no doubt about this as it was recently made abundantly clear in a staff memo dated [date].

[Employee first name], this firm employed you because we were impressed not only by your skills and experience but by the impression you made when you joined us. Clearly, you have talent and the potential to do well in this company.

However, teamwork is essential if a company is to work well. Teamwork requires each of us giving 100%, so that we can achieve all the Department's targets and objectives.

If you are having problems that are causing you difficulty, please come and see me. If not, from this date I look forward to a marked improvement in your attendance, not only for the sake of the company but also for your own.

You have great talent. Don't waste it.

Sincerely,

[Name]

[Title if applicable]

[L] New Employee-3 Month Evaluation Letter







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Congratulations on your 3-month anniversary with [Company Name]. We hope that you are finding your employment with us to be a challenging and rewarding experience. You will recall from your new employee orientation that a written, 3 month evaluation of performance is provided to all employees. I am enclosing 2 documents for you. One, a review of your strengths, and what we feel you should consider as short and longer term goals to help you continue on the path of success. The second, an evaluation form which we ask you complete, to assure that our Management Team is providing you with the mentorship and support you deserve as a member of our Company.

Please do not hesitate to contact your Manager or Human Resources if you have any questions. Keep up the good work!

Sincerely,

[Name]

[Title if applicable]

[L] Employee-Notice of Annual review







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

The one-year anniversary of your employment with [Company name] is [date]. Congratulations on what we hope are the first of many milestones with us. Our annual performance reviews take place offsite, so that you and your Manager, and Human Resources can discuss your performance and consider your future goals without distraction and interruption.

Please join us at [location, date, time] so that we can meet and review your achievements and plan your future with our company.

Sincerely,

[Name]

[Title if applicable]

[L] Employee-Follow-up to Performance Evaluation







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

It was a pleasure meeting with you on [date] and to discuss your performance with us during the [timeframe]. We appreciate your enthusiasm and commitment to improve on the areas we identified.

Enclosed you will find a copy of the performance evaluation we reviewed on [date]. This copy is for your records, with the original retained in your personnel file.

Please don’t hesitate to speak with your Manager, or myself, if you find it difficult to meet the objectives we’ve outlined. We want you to succeed and we are confident that you can overcome your recent performance issues and exceed our expectations.

Sincerely,

[Name]

[Title if applicable]

[L] Employee-Confirmation of written reprimand







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your candor during our meeting on [date]. We are aware of the difficulties you have been having in the performance of your job and appreciate your understanding of our concerns.

The attached reprimand will reside in your permanent file, and, as we discussed, any further misuse of company property will result in the termination of your employment with us.

Your cooperation is expected, and appreciated.

Sincerely,

[Name]

[Title if applicable]

[L] Employee-Outstanding Review







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Congratulations on your outstanding performance review for the past year! We are gratified at the consistent level of effort you have put into a very difficult position. Our Company continues to grow, and we look forward to having you on board as that growth continues. Your career with us is just beginning, but with continued hard work, we are certain that you will achieve great success with our organization.

Your formal review, which you were given on [date] has been signed and is now on record in your personnel file. The attached copy is for your records.

Congratulations, again, on a job well done!

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Change to time off policies







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This is to announce a change in our vacation/time off policies, as stated in the Employee Handbook.

Effective immediately, all personnel will be required to use their vacation time by the end of each calendar year, not from date of hire.

Your manager will be meeting with you to discuss this change, as it will affect some personnel more severely than others. Please let your manager know if you have any concerns.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Change to Parking Policy







[Date]

 [Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company] is growing, and as such we feel that it is no longer feasible to pay for the parking permits for all employees on a monthly basis. We have changed our policy so that the company will reimburse employees for half the permit fees.

Effective the first of next month, Employee’s who park in the lots located at [address] will be responsible for purchasing their permits. Please present your receipt to HR, and you will be reimbursed for one half the permit fees.

Employee’s who park in the lots located at [address], whose permits do not expire until [date], will begin paying for their own permits as of [date].

We encourage you to car-pool, use mass transportation or, if feasible, to walk to work. The local MTA schedules are attached for your convenience. Please see your Manager if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-New Benefit Announcement







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are pleased to announce that we are adding to our employee benefit program, by including a free one-year family membership to the [Name] Health club, to your current benefit program.

A brochure outlining the equipment and programs the club offers is included. We encourage our employees and their families to take advantage of this opportunity to “get fit” and enjoy all the [name] has to offer.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Change in Dress Code







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] is pleased to announce that effective immediately, every Friday will be “Casual Day,” unless we are expecting customers on that date.

Casual Day means that jeans, sneakers, polo shirts, and other clean and neat casual attire are acceptable. Please refrain from wearing “short shorts,” “T-Shirts” with slogans, sports jerseys or other workout clothing.

We hope you will find that the addition of casual day a valued intangible benefit.

Sincerely,

[Name]

[Title if applicable]

[L] Internal- Budget Cut Announcement







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

The recent loss of our government contract [name] was a financial setback to our organization. While we anticipate that we will be able to make up this loss through other pending contractual agreements, it is necessary to make some budget cuts on the short term.

We have decided that effective [date] we will no longer be providing soda and coffee at no charge. We will install both soda and coffee machines in the break rooms, and we will continue to offer bottled spring water for your convenience.

We regret these changes are necessary, but know you will understand the need to trim the budget while we evaluate our revenue stream. 

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Additional Vacation Time







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We’re excited to announce that we are adding to our current time off program with the addition of a new employee benefit, effective immediately.

All employees’s who have completed 5 uninterrupted years of employment will be eligible for an additional 2.5 days (20 hours) vacation time. Employee’s who have completed 10 uninterrupted years of employment will be eligible for an additional 5 days (40 hours) of vacation time.

“Uninterrupted” employment time means that the employee has not left the company, and returned at a later date, either through layoff or resignation. Medical, Selective Service, Personal Approved leave of absence, where no termination of employment was requested or granted, are not considered interruption of employment, and will not prevent the employee from taking advantage of this program.

Thank you for being our valuable employees.

Sincerely,

[Name]

[Title if applicable]

[L] Internal- Congratulations on Promotion







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

It is our great pleasure to confirm that you have been promoted to the challenging and demanding position of [position]. This promotion is in recognition of the fine work you have done for this firm. 

We are very confident that you will meet the new responsibilities which accompany the position of [position] with the same level of enthusiasm and enterprise which you have exhibited since you came to work with our firm.

Please accept our congratulations on your new promotion.

Sincerely,

[Name]

[Title if applicable]

[L] External-Congratulations on Promotion







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I was pleased to learn that you have been chosen as the new [Title] at [Location].

Congratulations on your well-deserved promotion. Your hard work and consistent service has paid off, and you should be proud of your accomplishment.

I realize you must be very busy getting ready for your new position but I do hope you will be able to call in and see us before you leave.

Well done, again. Wishing you all the best in your new position,

Sincerely,

[Name]

[Title if applicable]

[L] External-Congratulations on Promotion-2







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

It was with great pleasure that I read of your promotion to the position of [position] with [Company].

I am sure your firm has made a very wise choice and that you will excel in your new role as [position]. I appreciate all the hard work and courtesy your showed us when you were our account representative, and know that you will excel in your new challenge as well.

Please accept my congratulation on your promotion and my very best wishes for your continuing success.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Congratulations from Department on Promotion







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Congratulations on your well deserved promotion! We are very proud of the work you have done in our department, and while we are sorry to see you go, we know that [department] has selected the right person for this challenging position.

On behalf of your co-workers, please accept our sincere congratulations.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Formal Congratulatory Letter







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

On behalf of the President, Chairman and Board of Directors of [Company], it is my pleasure to confirm your promotion to [title]. As a member of our Executive Staff, your compensation and options package has changed, and the enclosed packed includes all information relevant to your new position.

A press release about your promotion has been prepared, and a draft is attached for your review. We will be having a reception at our next stockholders meeting, on [date] so that you can meet our key shareholders, and speak informally with the members of the Board.

You’ve demonstrated your commitment to our organization, and to excellence. We look forward to working with you in this new capacity.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Congratulations and welcome to new Division







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I’d like to take this opportunity to welcome you to our division, and let you know that we are excited that you will be joining us on [date]. You have done an outstanding job in your position as [previous], and we’re sure that we will benefit from the experience you will bring to our group.

Congratulations on your new role with [Company]. We look forward to having you in our facility. Please let me know if I can help you with any relocation issues.

Sincerely,

[Name]

[Title if applicable]

[L] Letter of Recommendation-General







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Name] asked me to write him a letter of recommendation. I have known [Name] for about [No.] years.  He always completes his work on time and seems to get along well with his co-workers.

I hope he finds success in his next job. If I can provide you with any further information, please feel free to call me

Sincerely,

[Name]

[Title if applicable]

[L] Letter of Recommendation-Intern







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am the [Title] of {Company Name], and am writing to recommend [Name]. I have known [Name] through the work [he/she] has done at [Company] through our intern program and relationship with [University/College].

[Name] became involved with the [specify] and was responsible for conducting much of the historical research that was required for our auditors. In addition to developing the financial information, [Name] wrote much of the final report.

I think that the initiative [Name] has shown is what is necessary to be successful for the long term. [He/She] has excellent attention to detail and the ability to focus on the job at hand, but also is able to maintain a view of the project as a whole.

I recommend [Name] to you without reservation. Please contact me directly if you would like specific information.

Sincerely,

[Name]

[Title if applicable]

[L] Letter of Recommendation from former Employer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This is in response to your request for a letter of recommendation for [Name], who worked for me from [timeframe].

[Name] was under my direct supervision for a period of [time]. It was a pleasure to watch this young professional grow from an intern, to a solid entry level employee, to one that I would come to depend on daily.

[Name] is the type of employee who will take the time to ask questions at the beginning of a project, to assure the overall objective is clearly understood. Once the project is underway, I can depend on [Name] to use creativity, ingenuity, and solid reasoning skills to bring the project in on time, on budget, and as requested.

When [Name] left our organization, we lost an important part of our team, but we understood that to take the next logical step in [his/her] career path, it was necessary to move to a larger organization. I recommend [Name] without reservation. I am sure you will find an outstanding employee in [Name].

Sincerely,

[Name]

[Title if applicable]

[L] Letter of recommendation from current Employer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

It is with pleasure that I recommend [Name] to you, for the position of [specify]. [Name] was someone who stood out from the first day of orientation, and continued to make our management team take notice of the consistent effort, quality and attention to detail that [he/she] brought to the job each and every day.

Our organization is based on the team philosophy and we could not have asked for a more focused team player than [Name]. The Company who hires [Name] will be rewarded with an employee that will bring their best each and every day.

Please don’t hesitate to contact me if you have additional questions.

Sincerely,

[Name]

[Title if applicable]

[L] Letter of recommendation from co-worker







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am the [Title] of [Company Name], and I’d like to introduce, and recommend my colleague [Name]. I have had the pleasure of working with [Name] for [timeframe], and I believe that if you will consider [Name] for your position, [title], you will have to look hard to find a better applicant.

[Name], is a self starter who learns quickly, asks the right questions and is able to articulate what [he/she] will need to get the job done.  [Name] is extremely knowledgeable about [specify], and has kept up to date on the changes in our industry, so that we are always offering our clients the best solution based on the technology of today, and tomorrow.

A bright, personable [gender], [Name] is able to interact with customers, vendors and co-workers, finding common ground in any situation. I’m sure that a company as well known as yours will get many qualified resumes, but if you take the time to give [Name] an interview, I doubt you will find a more qualified employee.

Please contact me if you have any questions about [Name], a truly outstanding professional in our field.

Sincerely,

[Name]

[Title if applicable]

[L] Recommendation of Manager from former Employee







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I’m writing to you to give you my most sincere recommendation of [Name]. My current position in [Company] is that of [title] but I was fortunate to work in the [department], and have [Name] as my Manager from [year to year].

[Name] is a hands-on Manager with a no-nonsense approach to the day to day business. I was fortunate to come to the department shortly after [Name] had taken over. The Department was, quite frankly, in disarray when [Name] arrived, and the personnel were not as welcoming to a new Manager as one would expect.

It didn’t take long for [Name] to meet with us, and reassure us that we were valued members of [his/her] team. [Name] immediately began to work with us, one on one, and learn enough about our day to day responsibilities that [he/she] could make some minor adjustments to workloads and allow us all to complete our tasks on a daily basis.

Once our department was no longer “on the hot seat” from Senior Management, [Name] began to work with us to streamline procedures, and in fact, remove some processes from our department that were not a function of our role, and assign them to other groups who were better suited to work in those areas. [His/Her] next step was to give each of us the benefit of [his/her] experience, and work with us to enhance our role. We worked better, we worked faster, and as our work began to get positive feedback from customers and co-workers, we took more pride in that work. We began to think and act as a team, and we learned that work is work, but being at work can be fun. I look at [Name] as my first real mentor, and one who has helped me achieve the success I have to date, by taking the time to teach me, and appreciate me.

I would welcome the opportunity to work under [Name] direction again. I urge you to strongly consider [Name] to your management team. I’d be happy to speak with you in person, if you have additional questions.

Sincerely

[Name]

[Title if applicable]

[L] Written request for character reference







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Applicant] has applied with our company for a position in our bookkeeping department. [He] has given your name as a character reference. Would you be kind enough to provide us with your written evaluation of [applicant name]. Please be assured that your response
will be treated with confidentiality. 

Thank you.
Sincerely,

[Name]

[Title if applicable]

[L] Generic Letter requesting reference







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We have received an application for employment from [Applicant Name] seeking a position with our firm in the capacity of [position]. We understand the applicant was previously employed by your firm. We would appreciate a reference on this
individual, including confirmation of the dates of employment with you, performance evaluation, and reasons for termination. Please advise whether your reference should be held confidential.


Thank you for your anticipated cooperation.
Sincerely,

[Name]

[Title if applicable]

[L] Reference Request-Confirmation of Employment only







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This is to acknowledge receipt of your inquiry of [employee name] in which you requested information regarding a previous employee of our firm.

It is our Corporate Policy to limit references of former employees to confirmation of their employment, start and end date. That information on [employee name] is as follows:

[                                                                                                                                                                                                                                       
                                                                                                                                            ]

We hope that this confirmation of employment is helpful to your needs.

Sincerely,

[Name]

[Title if applicable]

[L] Verification of Employment







[Date]

 [Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your call today. I have asked our Director of Human Resources to contact you concerning verification of employment of [Name]. I’m sure that you will find [HR Person] recollection of [Applicant Name] to be similar to the information I provided.

I hope this information helps you in your applicant search.

Sincerely,

[Name]

[Title if applicable]

[L] Request for reference from Recruiter







[Date]

 [Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am an independent recruiter representing [Company Name] in their search for [position]. I am contacting you as [Applicant Name] has listed you as a professional reference. I would appreciate your responding to the attached questionnaire which will provide my Client with information regarding employment history, strengths and weaknesses.

Your response will be confidential. If you do not wish the prospective employer to contact you directly, please indicate this in the appropriate block.

Thank you for your prompt attention to this request.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Professional Reference







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Applicant Name] has given me your contact information and suggested I contact you for a professional reference. [Applicant Name] is currently being considered as a candidate for [job] with [Company Name].

My contact information is above. I would appreciate a few minutes of your time at your earliest convenience. I look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L] Resume-No Interview







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for sending us your resume in response to our advertisement for [position]. We are always looking for people in [field] to join us, and your resume, while impressive, does not have the breadth of experience that this position requires.

We will keep your resume on file, but will not be contacting you for an interview at this time. We appreciate your interest, and wish you success in your employment search.

Sincerely,

[Name]

[Title if applicable]

[L] Resume No Interview-Not Qualified







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Your resume has been forwarded to my attention, and I’d like to thank you for considering [company name] for your employment.

Our employee demographic is mostly applicants with [degree type] so while we find your background and education most impressive, it is not likely that an opening for someone with your skills would occur.

May I suggest you contact [company] who frequently seeks people with your experience?  You are welcome to mention my name in your cover letter, as the person who referred you to that fine organization.

Best wishes and much success to you in the future.

Sincerely,

[Name]

[Title if applicable]

[L] Resume-Generic rejection letter







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for sending us your resume. We appreciate your interest in our company, and while you have some interesting experience, it is not what we are looking for in an employee.

We wish you well in your job search.

Sincerely,

[Name]

[Title if applicable]

[L] Resume-Not accepting applications







[Date]

 [Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for considering [Company] in your employment search. We regret that we are not accepting applications at this time. We wish you well in your career.

Sincerely,

[Name]

[Title if applicable]

[L] Resume-Position filled internally







[Date]

 [Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This is to acknowledge that we have received your resume for the [position]. While we appreciate your considering our company for your employment, the position you have applied for has filled through an internal applicant search.

We do not anticipate additional openings for the next [timeframe]. We thank you for your interest and wish you success in your employment search.

Sincerely,

[Name]

[Title if applicable]

[L] Resume Received- no interview







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Your letters of interest, transcripts and references have been reviewed by the Hiring Manager for the [position]. At this time we will not be extending an interview to you. However, we will keep your resume on file for any future positions in our Company.

Thank you for your interest in [Company Name].

Sincerely,

[Name]

[Title if applicable]

[L] Letter of Resignation







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This is to inform you that I have been given the opportunity to work in the area of my stated preference, which is [specify].)

I am therefore tendering my resignation from your company and wish to advise you that [date] will be my last day of employment.

I would like to thank you for the experience of having worked for [Company], an outstanding organization, and to gain experience under your leadership.
Sincerely,

[Name]

[Title if applicable]

[L] Letter of Resignation-Brief







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is to inform you that I hereby tender my resignation from the firm effective [Date]


At that time I shall deliver all property of the firm in my possession.


Sincerely,

[Name]

[Title if applicable]

[L] Letter of Resignation-Private







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

It is with great sorrow that I am hereby tendering my resignation to you.

Although there is much to say, I believe the reasons leading to this decision are known by you, and that any further discussion would only cause additional strain, with no positive resolution.

I appreciate having had the opportunity of being a member of [name of firm] for so many years and offer my best wishes for your continued success.

Sincerely,

[Name]

[Title if applicable]

[L] Letter of Resignation-Corporate







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Please be advised that the undersigned now resigns as [title] of the corporation effective upon acceptance. 

Please acknowledge your acceptance of my resignation on behalf of the corporation.

Sincerely,

[Name]

[Title if applicable]

[L] Letter of Resignation-effective date







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This is a difficult letter to write. [Company] has been an outstanding place to work for the past [number] years, and I appreciate all that you have done for me, professionally and personally.

The changes that have occurred during the past [timeframe] have made it impossible for me to continue my employment with [Company] so I am tending my resignation to you, effective [date].

I will continue to offer my best work and will do everything I can to prepare my successor, until the date of my departure.

Sincerely,

[Name]

[Title if applicable]

[L] Letter of Resignation-Private-1







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Please accept this letter as formal notice of my intent to resign my position as [Title] effective immediately.

I feel that the discussions we have had recently will be enough to make the reasons for my resignation known to you, and choose not to detail them here as a courtesy to you.

Sincerely,

[Name]

[Title if applicable]

[L] HR Letter-Receipt of resume







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I have received your resume and wish to thank you for your interest in employment with [Company]. It is our policy to keep all resumes for a period of one year, and we will review them each time an opening occurs.

Should we find your qualifications meet the requirements of any openings during that period, you will be contacted by an HR Representative to arrange for an interview.

After one year, you may submit your resume again, for consideration.

We wish you the best of luck in your employment search.

Sincerely,

[Name]

[Title if applicable]

[L] HR Letter-outsourcing Employment







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for sending us your resume. We are always seeking experienced people in [field] to join our organization.

We have outsourced our recruiting efforts to [company] and have forwarded your resume to them. Should there be an opening for someone with your skill set, you will be contacted by [agency] for further discussion.

Thank you for your interest in our company.

Sincerely,

[Name]

[Title if applicable]

[L] Resume Received- not enough experience







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Your resume and school transcripts have been forwarded to me for review. While your GPA is impressive, the position we are currently recruiting for requires someone with at least [number] years hands on experience in this field.

We will retain your resume on file, for any positions that we may have in the future for a more entry level applicant, as we are confident that you would be a good fit in our organization, in another capacity.

Thank you for letting us know of your interest!  We wish you all the best as you continue your education.

Sincerely,

[Name]

[Title if applicable]

[L] HR-Resume-No openings







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I’d like to thank you for sending me your resume. I can see from your work history that you have a variety of experiences and I am flattered that you would like to add to that experience by joining our organization.

Currently we are not hiring, nor do we anticipate any openings in the foreseeable future. We appreciate your interest in [Company] and wish you success in your employment search.

Sincerely,

[Name]

[Title if applicable]

[L] Resume-Future openings anticipated







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

It was a pleasure speaking with you at our job fair on [date] and this letter is to confirm that I have received your resume.

I would expect that if the current increase in business continues, we may have some openings for people with your skills in the next few months.  With your permission, I will keep you resume on file, and contact you as the situation requires. Your interest in our organization is greatly appreciated, and we thank you for your interest.

Sincerely,

[Name]

[Title if applicable]

[L] Resume- Interview Invitation







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for choosing [company] as a potential employer. I have reviewed your resume and would like to interview you for an opening in our [department]. I will be interviewing applicants’ mornings, during the week of [dates]. Please contact my office to schedule an interview.

During our interview process, you will speak with several managers as well as possibly participate in skills testing. Please be prepared to visit our facility for at least a 2-hour period on the day of your interview. Because we include a factory tour during our initial meeting, I suggest that you wear comfortable shoes, with a low heel, and avoid any scarves or other accessories which can be caught in machinery.

I look forward to meeting you, and discussing your background in more detail.

Sincerely,

[Name]

[Title if applicable]

[L] Retirement-Not date specific







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

After [number] years of service, the time has come for me to retire. This has been a difficult decision for me, because I truly love what I do, and I have enjoyed being a part of this organization for [years].  I’d like to take some time and travel with my [spouse] and give back to my community on a volunteer basis.

I would like to stay on board until you have chosen my successor, and have had the chance to make any department adjustments you feel necessary. I think that 2 months should be ample time for you to accomplish this, so would like to finalize my retirement intentions, and announce my last day of work as [date].

Thank you for all you have done for me. I wish [Company] continued success.

Sincerely,

[Name]

[Title if applicable]

[L] Retirement-Date Specific







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is to officially announce my intent to retire on [date]. It has been an honor and a privilege to be associated with [Company], and I will look back on my years here with pride in my accomplishments and warm memories of my association with so many of you.

I wish you all success.

Sincerely,

[Name]

[Title if applicable]

[L] Retirement-Date Specific-2







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

After spending [number] years in the United States, I am ready to return to [Country] and am therefore notifying you of my intent to retire effective [date].

I will continue to do everything I can to ensure the success of [Company] and a smooth transition for my successor.

Sincerely,

[Name]

[Title if applicable]

[L] Employer announcement of Employee Retirement







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

After [number] years of service, [Name] has decided the time has come to retire. [Name] has held a variety of positions in our organization, most recently that of [title]. The contributions [Name] has made to our company are greatly appreciated.

[Name] will be on board with us until [date]. Information regarding a dinner of appreciation for [Name] will come at a later date. Please join me in thanking [Name] for the many contributions [he/she] has made, and add your best wishes for a happy and full retirement.

Sincerely,

[Name]

[Title if applicable]

[L] Retirement-Announcement of Retirement Party







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

The time has come for [Name] to spend more time with family and friends, so with a mixture of emotions, we announce we have accepted [Name] request to retire from our organization.

The number of contributions [Name] has made are too varied, and too many to list here, but we plan to honor [Name] with a dinner in [his/her] honor, followed by a “Toast and Roast” on [date] at [location].

Please contact [Name] if you have memories or photos you would like to share, and if you are interested in being a “Toaster or Roaster” please let [Name] know of your interest.

We hope you will join us on [date] and salute [Name] for a job “Well Done!”

Sincerely,

[Name]

[Title if applicable]

[L] Retirement due to Health







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is to inform [Company] of my intent to retire, effective [date]. I am sure that given the state of my health in recent years, my wish to spend my remaining time with my family will come as no surprise to you.

Thank you for all you have done for me and my family. I wish you all success in the years to come.

Sincerely,

[Name]

[Title if applicable]

[L] External Holiday Letter to Customers







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Happy Holidays! We’d like to thank all our valued customers for their business, and we look forward to continuing to do business with you in the years to come.

We hope that you will enjoy the enclosed calendar, as a token of our appreciation for your business. The photograph was taken by one of our employees, and is an excellent example of the beauty of our State.

This year our employees voted to make a Charitable Donation to the American Cancer Society, on behalf of our employees and customers. 

In the spirit of the season, we wish you Happy Holidays from all of us at [company].

Sincerely,

[Name]

[Title if applicable]

[L] External-Credit Card Policy Change







[Date]

 [Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

For the past several years, customers have had the opportunity to pay by credit card, rather than take advantage of our 1% 10 Net 30 payment terms, with credit card processing fees added to your invoice.

We are pleased to announce that customers can now access a secure “shopping cart” link on our website, where you can place orders, review orders and track shipments. Because credit card transactional fees are included in our cost on this site, there will be no additional line item on your invoice showing this fee.

We hope you take advantage of our new secure ordering system! Please contact us if you have any questions

Sincerely,

[Name]

[Title if applicable]

[L] External-Response to letter of sympathy







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We’d like to thank you for the wonderful support you have given us during this time. We appreciate all those who have taken the time to contact us and share your memories of our friend and mentor [Employee Name].

We would like to post your remembrances on a section of our web site. If you are agreeable that we include your comments, please sign the attached consent form and return to us.  We agree, with so many of you that [Employee name] made an outstanding contribution, and want to share all the kind thoughts you have sent us.

Sincerely,

[Name]

[Title if applicable]

[L] External-Change in order processing







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

In order to assure that we have correctly interpreted the specifications for custom orders, effective immediately we will not process an order unless we receive our order confirmation, signed. This is in addition to the hard copy PO we currently require.

We are taking these measures to assure that custom orders are correct from the time they are sent to the plant to the time you receive them. We will hold your purchase order, but not enter it into our schedule until we receive this confirmation from you.

We appreciate your business. Thank you for your understanding.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Change in Building Security







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are making a change to our employee security measures in order to assure the safety and comfort of our staff.  On [date], [Company Name] will be onsite to renew all employees Identification Badges. In addition to your photo, these badges will be coded so that employees can only access those parts of our facility that are in direct relation to their jobs. Should you need to enter a laboratory, storage area,  etc that you do not have clearance for, you will need to see a Supervisor, who will determine if you should be allowed to access the area. 

Your cooperation in abiding by these new policies is appreciated.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Changes to Insurance







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We have been able to renegotiate our contract with [carrier] and will be adding additional benefits to your current Long and Short Term Disability policies.

A representative from [carrier] will be here on [date] to review the policy options and to meet individually with each of you. In addition to the changes that we have contracted for, there are other optional services that you can opt to take on your own, during this “open enrollment period.”

Your manager will let you know your scheduled appointment with [carrier]. Please see a member of our Management team, or HR, if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Promotion Announcement







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

It is with great pleasure we announce that we have promoted [Name] to the position of [title].


[Name] has been with our organization since [date] and during that time has been instrumental in bringing many new key clients on board. We hope you will take a few moments to congratulate [Name] on their new expanded role. 

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Promotion-Customer Service







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We have made several changes to our Customer Service Organization. [Name] will continue in [his/her] role as [Title] with overall responsibility for the success of the Client Services Division of our company. We are happy to announce that [Name] has accepted the newly created position of Client Services Manager. 

In this new position, [Name] will be responsible for Client and Consumer Services, as well as Order Entry and Inventory Allocation. [Name] will report directly to [Manager] name, but will have the day to day responsibility for all personnel in the Client Services Group.

We will be hiring 4 additional client service people once this transition is complete. Please take a moment and congratulate [employee] on his/her enhanced responsibilities.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-New Hire from Internship







[Date]

 [Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Effective immediately, [Name] will be on staff as a permanent employee. [Name] has done an outstanding job during his/her internship, and we are pleased that [name] will be joining us after his/her graduation.

Please join me in congratulating [her/him]

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Promotion- Transfer Announcement







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We have had out best quarter since the inception of our Company, and all employees are to be congratulated.  Growth brings change, and with this growth we are pleased to announce that [Name] has accepted the newly created position of [title] and will be transferring to our Corporate Office.

[Name] will continue to manage this location as well as other offices in the District.  He/she will report directly to me. Please join me in wishing [him/her] continued success in this new assignment.

Sincerely,

[Name]

[Title if applicable]

[L] Internal Announcement-Promotion from Inside








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our selection committee has been working for several months to assist in recruiting a new [title]. The committee has interviewed internal candidates as well as recruits from other organizations, and after interviewing 4 finalists, the position has been filled.

On behalf of the Chairman, Board of Directors, and Senior Staff, I am pleased to announce that [Name], who has been with us since [year], has accepted a promotion to [title] effective immediately.

We will hold a company reception for [Name] on [date]. Please join us in congratulating [Name] on this exciting new challenge.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Letter Confirming Reduction in Workforce







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

The past 12 months have been one of challenge and change for our organization. We have made every effort to create a reorganization plan that we allow us to keep all of our employees. Unfortunately, this is not the case.


We will be reducing our workforce effective the first of the month and as such will no longer require your services after that date. We are sorry to lose you as an employee, and wish to thank you for everything you have done for us. We will make outreach services available to you, for resume preparation, interviewing skills, and will of course provide you with a reference.


Please accept our best wishes for your future.







Sincerely,







[Name]







[Title if applicable]

[L] Internal-Announcement of Reduction in workforce







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We appreciate all our employees, but especially during the past year, when increased security measures and changes to importing and exporting regulations has made it exceptionally difficult for us to do business.

You are to be commended for the measures you took to hold the budget line and curtail any unnecessary expenses. Despite these efforts, it has become necessary to reduce our workforce by [percentage].

Managers will be meeting with all employees individually to discuss any pending layoff, change in job or benefit program. Some employees will have their current job structure change, as we attempt to cover all our needs with minimum staff. We regret that these changes are necessary, and will make every effort to assist those displaced in finding opportunities commensurate with their experience and skills.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Reduction in Workforce through Retirement







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is one of several you will be receiving as we continue our financial reorganization. We are committed to keeping all our employees up to date on changes as they occur.

We have met with those employees who will be eligible for retirement in the next year, and offered them an early retirement package. This has enabled us to reduce the number of layoffs to [%]. 

This reduction in our workforce through early retirement has meant that for now, no other layoffs are anticipated. We will continue to keep you abreast of our plans and will make every effort to keep disruption to a minimum.

Sincerely,

[Name]

[Title if applicable]

[L] Internal Letter-Confirmation of Layoff







[Date]

 [Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

The Board of Directors met with our Stockholders last week, and the key topic of discussion was how the recent flooding has affected our business, through loss of inventory and reduction in available floor space for inventory/distribution.

While we have made every effort to restructure our staff so that no jobs would be lost, it has become necessary eliminate several positions.  We regret that this reduction will impact your position with us. We are confident that once we have recovered from this devastating loss to our company that we will be able to contact you, and offer an opportunity to return to a similar position.

Thank you for your service to [Company].

Sincerely,

[Name]

[Title if applicable]

[L] Internal Letter-Layoff Announcement







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are taking this opportunity to write to each of our employees in the hopes that stating the reasons behind the recent layoff will alleviate the tension and rumors of late.

We bid on, and won a contract to produce [product] for [client]. Because this was a short term production run, we felt it necessary to hire temporary labor so that our current would not experience any delay in receiving their orders on time. The employee’s who were hired on a temporary basis were informed at that time that the condition of their employment was short-term.

The recent layoffs were a combination of reducing that workforce, and we made adjustments to our existing staff so that all positions were adequately covered. We do not anticipate any more changes, either through layoff, or adding personnel.

We hope this information helps stem the rumors that have been rampant on the manufacturing floor. If you have any questions or concerns, please address them to your Manager, or Human Resources.

Sincerely,

[Name]

[Title if applicable]

[L] Cover Letter-Job Offer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your interest in [Company]. We are pleased to offer you the position of [title], and would like to confirm your acceptance as soon as possible. The details of your employment package are attached to this cover letter, and outline your salary, benefits, bonus and profit sharing programs.



If you agree that the letter of offer meets your understanding of this opportunity, please sign the enclosed copy and return for our files. We look forward to your joining the company.
Sincerely,

[Name]

[Title if applicable]

[L] Letter of Offer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Congratulations and welcome to [Company Name] as [Job Title]. Details regarding the conditions of your employment, salary, benefits, and our employee plan for time off for health, personal or vacation needs are included with this letter.

You should review the letter of offer carefully, sign the original and return to our office by [date] keeping a copy for your records. The waiver, also attached, provides us with your permission to begin our standard substance tests. Our personnel office will contact you with an appointment. Please note that successful completion of drug screening is a condition of employment with [Company], and [Company Name] reserves the right to conduct periodic drug tests, at their discretion and convenience.

We look forward to your first day of employment with us, on [date]. You will meet with Human Resources at that time, so that you can fill out your W-2, Insurance, and Stock Option forms.  The standard forms of identification that are required and accepted for employment are in the attached brochure.

Please contact Human Resources if you have any questions

Sincerely,

[Name]

[Title if applicable]

[L] New Employee-Training







[Date]

 [Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Welcome to [company name]. We are pleased to have you on our team, and hope this association is long lasting, and beneficial to you as well as to our organization.



Our company has mandatory training every Friday afternoon, and the schedule of training for you will be posted on our Internal Bulletin Board. In addition to this training and your orientation training, we encourage you to take advantage of selected courses that are available at the local Community College and Technical School. You will be eligible to attend one of these courses, after your initial 90 day period of employment with us. Please let your manager know if you are interested, who will make the necessary arrangements.









Sincerely,







[Name]







[Title if applicable]

[L] New Employee-Training Program







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Congratulations on your College Graduation and welcome to [company name]. 
We’re pleased you will be joining us and look forward to your contribution.

All new employees are required to participate in a 2 week training course; which is held offsite, at [location]. The purpose of these classes is to acclimate new-hires with our policies, company history, and product training. All new employee paperwork will be done as part of your training class. Your schedule will be made available to you the first day.

Please contact Human Resources if you have any questions about the training program.

Sincerely,

[Name]

[Title if applicable]

[L] Letter of Offer-Confirmation of Phone Call







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter confirms our telephone conversation of [date] and our employment offer.  Details of your employment package are included. You should sign and return the letter of offer to us by [date]. Our Human Resource Staff will be in touch and provide you with the necessary parking permits and clearance documents to enter our facility. 

We look forward to seeing you on [start date].

Sincerely,

[Name]

[Title if applicable]

[L] Letter-Employee reprimand







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This is written confirmation of our meeting on [date] and the discussions regarding your conduct as an employee of [Company].  

You are required as part of your job description to work a 40 hour week, within set hours.  Flex time is not currently offered by our organization. The position you hold with [company] requires that you be on site during normal business hours, to take customer calls and provide technical support. You have been staying well into the evening hours, after our phone lines are closed, and not coming in until mid-day, which leaves us short-staffed during peak phone time. 

. 
Teamwork requires each of us giving 100%. We have a commitment to exceeding our customer’s expectations, every day, and in order to do so, it is important that you are on-site during the hours that you agreed on when accepting this position.

From this date forward, I expect marked improvement in your attendance, not only for the sake of the company but also for your own.

Sincerely,

[Name]

[Title if applicable]

[L] Letter-3 Month Review Process







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

The time for your 3-month review is approaching. We hope that you are finding your position with us to be both challenging and rewarding.

It is the policy of our organization to conduct a 3 month review so that you have the opportunity to review our management and policy styles as well as our review of your work to date. There are 2 documents for your consideration; one is our review of your strengths, and what we feel you should consider as short and longer term goals to help you continue on the path of success. The second, form we ask you complete, to assure that our Management Team is providing you with the mentorship and support you deserve as a member of our Company.

We would appreciate your signing and returning our evaluation as well as your management review, to us within one week. We will schedule a meeting with you once these documents have been received.

Sincerely,

[Name]

[Title if applicable]

[L] Letter-Performance Review







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your candor during our recent discussion regarding your job performance with us. We understand that this conversation was a difficult one, and appreciate your willingness to work toward the goals we have outlined.

The enclosed copy of your performance review is for your records. We will retain the original in your personnel file.

Please don’t hesitate to speak with your Manager, or myself, if you find it difficult to meet the objectives we’ve outlined. We are committed to helping you succeed.

Sincerely,

[Name]

[Title if applicable]

[L] Letter of  Reprimand







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This is in follow-up of our recent meeting.  We are hopeful that our recent discussions have made clear the conditions under which your employment with us can continue.

The written reprimand will reside in your permanent file. We hope that there is no further need to refer to this unfortunate incident.

Your cooperation is expected, and appreciated.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Change to Vacation policy







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Effective immediately we have made a change to our vacation/personal time policies. 

All personnel will be required to submit their request to use vacation or personal time at least 2 weeks in advance. Your manager will approve/reject your request, and get back to you within one business day.

 Please let your manager know if you have any concerns.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Change in policy--parking







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

The addition of the public parking garage located at [address] will significantly alleviate the parking problems our employees have experienced for several years. 

Employee’s who have parked in the lots located at [address] will begin parking at the new garage effective [date].  While this garage is a few blocks farther than the old parking lot, the reduction in fees will allow the company to continue to pay for parking.

We encourage you to car-pool, use our new mass transportation or, if feasible, to walk to work. The local MTA schedules are attached for your convenience. Please see your Manager if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Change in Health Care Benefit







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Effective immediately, we are adding to our employee benefit program by offering free mammograms at the local outpatient clinic.

We have included a brochure outlining how this program works and when you will be scheduled for this free health care benefit. Please see the Company Nurse if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-New Employee Program





[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

As a result of the many suggestions we have received, are beginning a new program, where employees will have the opportunity to nominate a co-worker for special recognition.

Nominating a co-worker means that the person you are recommending has gone out of his or her way to make our work environment a better place for all. You must fill out the nomination form and put it in the suggestion box in the employee break room. Management will nominate one person each quarter, who will receive special recognition at our quarterly meetings as well as a gift certificate for a local restaurant.


We hope you will participate through recognizing those employees who excel.

Sincerely,

[Name]

[Title if applicable]

[L] Internal Letter-Budget Cuts







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We regret to inform you that we will be making several changes to our employee “perks,” in an effort to bring the budget back in line.

We are no longer able to provide soda and coffee at no charge. We will install both soda and coffee machines in the break rooms, and we will continue to cover the cost of bottled spring water for your convenience. In addition, the monthly “pizza on us” program has been discontinued, as has our free movie pass program.

We hope that these budget cuts will be temporary, and that other more significant changes to our organizational structure will be avoided. We will keep you updated should other changed be necessary.

Sincerely,

[Name]

[Title if applicable]

[L] Internal Letter-New benefit-sabbatical







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are adding to our employee benefits beginning the first of the year.

All employees’s who have completed 10 years of uninterrupted employment will be eligible for 4 week sabbatical. This sabbatical can be taken in one block of time, for travel, education, etc. Eligible employees must give 6 weeks notice to take advantage of this program.

“Uninterrupted” employment time means that the employee has not left the company, and returned at a later date, either through layoff or resignation. Medical, Selective Service, Jury Duty, Personal Approved leave of absence, where no termination of employment was requested or granted, are not considered interruption of employment, and will not prevent the employee from taking advantage of this program.

Please see your Manager with any questions.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Congratulations on Promotion







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Congratulations on your promotion to Customer Service Manager. You have provided outstanding customer service to our client base for many years, and we look forward to watching your leadership and experience motivate the customer service group.

We are very proud of you and the work you have done.

Sincerely,

[Name]

[Title if applicable]

[L] Congratulations Promotion-Sales







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Congratulations on your promotion to Sales Manager!

You have always shown us the utmost courtesy as our Account Representative and while we will miss having you work with us on a day to day basis, it’s obvious that your company has made an outstanding choice in this promotion.

Please accept my congratulation on your promotion and my very best wishes for your continuing success.

Sincerely,

[Name]

[Title if applicable]

[L] Letter-Congratulations Promotion-Accounting







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are excited that you will be joining us here in the Corporate Office and want to wish you all the best in your new position. The Accounting Department has been anticipating the arrival of a new Manager for some time, and we are all pleased that the applicant was selected from within our Company.

We look forward to having you in our facility. Please let me know if I can help you with any relocation issues.

Sincerely,

[Name]

[Title if applicable]

[L] Letter-Response to request for reference







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for contacting us for a reference for [former employee name].

It is our policy to limit references of former employees to a confirmation that they were employed by our company, with their date of hire and separation. That information is as follows:

[                                                                                                                                                                                                                               
                                                                                                                                            ]

.

Sincerely,

[Name]

[Title if applicable]

[L] Letter-Response to request for reference







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]


Thank you for your inquiry. We have reviewed our employee records and have no record listing [employee name] as ever being employed by our organization.  Please contact my office if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L] Letter-Termination







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

It is with sincere regret that I write this letter, confirming that your employment with [Company name] is terminated as of this date.

In the days to come, I hope that you find the strength to seek out help and support from professionals, and that you find comfort from your family and friends. Please know that this decision was not made in haste, or lightly, but with deliberation and in sadness.

Sincerely,

[Name]

[Title if applicable]

[L] Letter of Termination- Legal







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

It is with regret that I terminate your employment with [Company]. When you began your career with us, it was with hope for a bright future and although you have shown promise, we are unable to continue your employment with us, as all employees are required to be bonded.

We have assembled your personal items and are shipping them to you home address. As you know, the police, and the Attorney General are currently investigating the missing funds from our bank accounts, and any further information regarding this regrettable incident will come from them, or from our Corporate Attorneys.

We have made your written confession available to the authorities, and have notified them of your cooperation to date. We can only hope that you choose to continue that cooperation.

Sincerely,

[Name]

[Title if applicable]

[L] Letter-Termination-Testing







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are notifying you that as of this date, your employment with [Company] has ceased. Our policies with regard to alcohol and drug abuse are very clear, and we feel that we have made every effort to work with you, and offer you outside help to control your substance abuse issues.

We hope that you use this time to reflect on your current lifestyle, and seek help from whatever resources are available to you.

Sincerely,

[Name]

[Title if applicable]

[L] Letter-Termination-Legal-2







[Date]

 [Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

As of [date] you are no longer employed by [Company]. Please make arrangements with Human Resources to come to our facility to remove your personal items. We are amenable to your doing so after 6:00 PM, or on Saturday, [date], between the hours of []. We would recommend that your shop steward be present during this time.

You will be notified by our attorneys of any further action. 

Sincerely,

[Name]

[Title if applicable]

[L] Letter-Termination-Form letter







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is to inform you that as of this date, your employment with [company] has been terminated. The reason for termination is [                                              ], which, as stated in our employee handbook, which you read and signed on [date] is automatic grounds for dismissal.

We regret that this action is necessary.

Sincerely,

[Name]

[Title if applicable]

[L] Letter-Termination with severance







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We regret to inform you that your employment with the firm shall be terminated on [date]. As we discussed on [date], termination is for the following reasons:

[                                                                                                                               ]

Severance payments shall be made in accordance with company policy. Your coverage under our company paid insurance program will terminate as of your last day of employment. However, you do have the option of continuing your coverage under COBRA, and that information is attached.

Please arrange for the return of any company property in your possession, including your ID Badge, locker key, and safety equipment.

We regret this action is necessary.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-Change to Company Banking







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] will be changing banks effective [date]. Our new bank will be [name] and you will see this change effective with your payroll check on [date]. This change will not affect direct deposit and nothing needs to be done by you to continue your current deposit structures.

A representative of [bank] will be onsite on [date]. If you wish to speak with them and learn about the programs they offer new personal line customers, please see Human Resources.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-New Food Service







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are pleased to announce that a new full service cafeteria will be opening on the 5th floor, beginning [date]. [Company Name] a food management company currently working with several other industrial complexes in our area will offer a breakfast bar, grill, lunch specials and quick “to go” meals.  They will not accept ATM or Credit Cards but will have their own payment plan, for those who like to purchase in blocks. More information will be available in the coming weeks.

Sincerely,

[Name]

[Title if applicable]

[L] Internal-New Heating/AC







[Date]

 [Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We will be installing a new heat/central air conditioning system during the weeks of [dates]. We are hoping that by waiting until fall, the summer heat will not be an issue for our staff and electronics and that we will have the system up and running before the winter cold. Please know that we will make every effort to use fans, and other short term cooling measures should the weather become unseasonably warm during this construction phase. We appreciate your understanding.

Sincerely,

[Name]

[Title if applicable]

14/termination-2

[L] Internal-Safety Inspection







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

The Fire Department will be touring our plant and office this week. Please be sure that your personal areas are neat and clear of obstructions and that any exits or other access corridors are not blocked. We will also be testing the alarm systems at that time, and will notify you beforehand. Your cooperation is appreciated.

Sincerely,

[Name]

[Title if applicable]

[L] Letter-Notice of visit from overseas







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Name], who is the Managing Director of our plant in Kyoto, Japan, will be visiting us next week. [Name] does speak English and will be meeting with department heads and, quite likely, meet with many of you individually.

We are sure you will make him/her welcome, and we ask that you remember his visit will be one of many from overseas. 

Sincerely,

[Name]

[Title if applicable]

