[L] Acknowledging receipt of resume- Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Dear 

Thank you for sending us your resume. We are always seeking experienced retail sales personnel

We will keep your resume in file, and should an opening occur, we will contact you.

Thank you for your interest in our company.

Sincerely,

[Name]

[Title]

[L] Acknowledging receipt of resume- Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We have received your resume and will forward it on to [Company] who provides all our recruitment and personnel services.

If your skill set matches that of an opening we have, they will contact you for preliminary interviews, and skill test. We appreciate your interest in our company.

Sincerely,

[Name]

[Title]

[L] Acknowledging receipt of resume- Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for sending us your resume. We will be conducting interviews during the month of October, and will contact you at that time. We appreciate your interest.

Sincerely,

[Name]

[Title]

[L] Acknowledging receipt of resume- Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for responding to our advertisement for a Concierge. Your skills and background appear to be what we are seeking, and we would like to set up an interview with you. Please contact [Name] in our main office and set up an appointment.

We look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Acknowledging receipt of resume- Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We have received your resume and are interested in speaking with you. The position that you applied for was filled internally, however, we have other opportunities for people with your background, and would like to explore those with you.

Please contact the Human Resource Assistant to schedule an appointment.

Sincerely,

[Name]

[Title]

[L] Acknowledging receipt of resume- Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for responding to our posting on jobnetwork.com. We are interested in speaking with you regarding an opening in our production pre-press division. We will be holding interviews on [date]. Please call our office to arrange for an appointment.

Sincerely,

[Name]

[Title]

[L] Rejection Letters- Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for sending me your resume. Your skills are very diverse, but at this time I am seeking someone with a strong retail and merchandising background. I appreciate your interest, and wish you well in your employment search.

Sincerely,

[Name]

[Title]

[L] Rejection Letters- Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I have reviewed your resume and find your work history to be interesting, but unfortunately, not a good fit for my needs. I appreciate your interest but will not be extending an interview to you at this time.

If you are interested in changing to the Hi-Tech field, as your cover letter suggests, I would recommend taking some of the basic networking and computer science classes that are offered at the local community college, as a good way to get “your foot in the door.”

Once you gain some of that practical knowledge, you may be a good candidate for one of our entry-level positions. Check back with me when you have gained those skills, and I will be happy to take another look at your qualifications.

Sincerely,

[Name]

[Title]

[L] Rejection Letters- Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I appreciate your sending your resume in response to our newspaper article. At this time, our company is not hiring and will not be able to provide you with an interview.

We keep resumes on file for 6-months, and will review it should we have openings.

Sincerely,

[Name]

[Title]

[L] Rejection Letters- Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for sending your resume and meeting with us. We have offered the position to an applicant who best meets our needs. We appreciate your interest in joining our company and wish you all the best in your job search.

Sincerely,

[Name]

[Title]

[L] Rejection Letters- Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for sending us your resume. We have filled the position with someone from another location, who needs to transfer to our city because of a family issue. Therefore, at this time we have closed this position.

We will keep your resume on file for other opportunities as they occur.

Sincerely,

[Name]

[Title]

[L] Rejection Letters- Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your interest in [Company] and for participating in the rounds of interviews. It was a very difficult decision to make, but we have offered the position to another applicant, and will not be extending an offer to you at this time.

Your background is very impressive, and we will keep you in mind when future openings occur.

Sincerely,

[Name]

[Title]

[L] Letters requesting references- Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We have received an application for employment from [Applicant Name]. He/She is seeking a position with our firm in the capacity of Retail Sales Manger 

We would appreciate a reference on this individual, including confirmation of the dates of employment with you, performance evaluation, etc.. 


Thank you for your anticipated cooperation

Sincerely,

[Name]

[Title]

[L] Letters requesting references- Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am an independent recruiter who has been working with [Name] in his search for a new position in the software development field. 

I have an employer who is very interested in hiring [Name] and has asked me to provide professional references.

[Name] gave me your contact information and suggested you would be willing to assist in this regard. Please take a few moments and review the attached skill analysis profile, and answer the questions as best you can. If you have any other questions or comments and want to speak with me directly, please feel free to give me a call.

Sincerely,

[Name]

[Title]

[L] Letters requesting references- Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] has given me your contact information as a personal reference. She is being considered for a position in our firm, and I would appreciate your input on her quality of work, and general business skills.

Please call me at a time convenient to you, so that we can discuss this.

Sincerely,

[Name]

[Title]

[L] Letters requesting references- Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am writing to request reference information for [Name], whom I understand was previously in your employ. Please let me know if I may contact you directly.

Sincerely,

[Name]

[Title]

[L] Letters requesting references- Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

This is to acknowledge receipt of your inquiry of [employee name] and your request for information.

It is our Corporate Policy to limit references of former employees to confirmation of their employment, start and end date. That information can be found below. We hope this is helpful to you.

Sincerely,

[Name]

[Title]

[L] Letters requesting references- Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your call. I have asked our Director of Human Resources to contact you concerning verification of employment of [Name].

I hope this information helps you in your applicant search.

Sincerely

[Name]

[Title]

[L] Job Offer Letters-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

This letter is to confirm my offer to you, to join our retail store as Branch Manager. The terms of your employment as listed on the attachments, as well as the offer letter which you will need to sign and return.

I look forward to having you join our team.

Sincerely,

[Name]

[Title]

[L] Job Offer Letters-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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.

We are excited to have you join our organization, and look forward to your start date.

Sincerely,

[Name]

[Title]

[L] Job Offer Letters-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

As the Human Resource Manager for [Company] it is my pleasure to confirm your offer of employment, and to provide you with an offer letter. There are a number of documents enclosed that you will need to take care of.

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

I understand that your start date has yet to be determined, please let me know when you have discussed your separation date with your current employer.

Sincerely,

[Name]

[Title]

[L] Job Offer Letters-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

On behalf of the Management Team and the Board of Directors, it is my pleasure to welcome you to our organization. You have been selected for a highly visible and important role, and we are confident in your ability to give us the national exposure we are seeking.

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]

[L] Job Offer Letters-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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.

Please call me if you have questions prior to your start date.

Sincerely,

[Name]

[Title]

[L] Job Offer Letters-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations on your new position with our company. We are excited that you are joining us, and hope this association will be rewarding and beneficial to you personally and professionally. 

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.


We look forward to your start date.

Sincerely,

[Name]

[Title]

[L] Performance Review Letters-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations on your 1-year anniversary with us. We hope that you are finding your employment with us to be a challenging and rewarding experience. 

As part of our annual review, we as that you provide us with an outline of how you feel you are doing in your position, and that you evaluate how the management team has supported you in your goals.

Please fill out the attached documents and be prepared to meet with us on [date].

Sincerely,

[Name]

[Title]

[L] Performance Review Letters-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

You have been with us a year, as of [date!} Congratulations on what we hope are the first of many milestones with us. We will be meeting with you offsite, so that you and your Manager, and Human Resources can discuss your performance and consider your future goals without 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]

[L] Performance Review Letters-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your candor during our recent performance evaluation. 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.

We are confident that you will continue to do well with us. Please let us know if there is anything we can do to help you achieve your goals.

Sincerely,

[Name]

[Title]

[L] Performance Review Letters-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for being open to our discussion today. We are aware of the difficulties you have been having and we 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.

We hope no further action will be necessary.

Sincerely,

[Name]

[Title]

[L] Performance Review Letters-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations on your outstanding performance review! You have given a consistent level of effort in a demanding role. 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 signed performance review form is in your personnel file, and your raise will be effective immediately.

Congratulations, again, on a job well done!

Sincerely,

[Name]

[Title]

[L] Performance Review Letters-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

This is to confirm our discussion and the formal warning that will reside in your personnel file, from this date.

Under the terms of your 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].

Your continued tardiness and/or absences will not be accepted, and will be grounds for termination. We hope that this will not be necessary.

Sincerely,

[Name]

[Title]

[L] Promotion Letters-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I was pleased to learn that you have been chosen as the new Sales Manager of [Location].

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

Please accept my best wishes in your new position.

Sincerely,

[Name]

[Title]

[L] Promotion Letters-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

 Dear:

Congratulations on your recent promotion to Technical Support Manager. I know [Company] made a very wise choice and that you will excel in your new role. I appreciate all the hard work and courtesy you showed when you were our technical support representative, and know that you will continue to do well.

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

Sincerely,

[Name]

[Title]

[L] Promotion Letters-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations on your well deserved promotion! We are very proud of the work you have done as a member of our sales team, and while we are sorry to see you go, we know that the Corporate Office has selected the right person for this challenging position.

Please accept our sincere congratulations.

Sincerely.

[Name]

[Title]

[L] Promotion Letters-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Welcome to our division! 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 location. The position of event coordinator is critical for our growth, and we are glad that someone with your experience will be a part of that growth

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]

[L] Promotion Letters-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

It is our great pleasure to confirm that you have been promoted to the challenging and demanding position of Customer Service Manager. 

We are confident that you will meet the new responsibilities, which accompany the position of with the same level of enthusiasm which you have exhibited since you came to work for us. We are pleased that you have accepted this opportunity and look forward to your success.

Sincerely,

[Name]

[Title]

[L] Promotion Letters-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations on your promotion to Plant Manager. You have provided outstanding leadership and management during this transition period, and we are pleased to promote you to this role on a permanent basis.

On behalf of the Chairman and Board of Directors, please accept our best wishes for your success.

Sincerely,

[Name]

[Title]

[L] Termination Letter-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

This letter is to inform you that as of this date, your employment with [company] has been terminated. The reason for termination is [detailed], which is automatic grounds for dismissal. 

We regret that this action is necessary.

Sincerely,

[Name]

[Title]

[L] Termination Letter-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are notifying you that as of this date, your employment with [Company] has ceased. We feel that we have made every effort to work with you, and have tried to be understanding of your personal issues, but for the safety of our fellow-employees it is necessary to take this action.

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]

[L] Termination Letter--Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

As of [date] you are no longer employed by [Company]. You will need to make arrangements with Human Resources to come to our facility to remove your personal items. If you prefer to do so after normal business hours, we can arrange that with prior knowledge, but we would recommend that your shop steward be present during this time.

We have turned this matter over to the local authorities, and they will notify you if further action is warranted. 

Sincerely,

[Name]

[Title]

[L] Termination Letter-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

I did not come to this decision lightly, but our business requires that our staff be bonded, and with recent events causing your coverage to lapse, we have no alternative.

Sincerely,

[Name]

[Title]

[L] Termination Letter-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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: [details]

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 contact security so that you may pick up your personal possessions and turn in your pass card.

Sincerely,

[Name]

[Title]

[L] Termination Letter-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

This letter is to notify you that your employment as a production worker has been terminated effective immediately.  Under the terms of your employment with us, taking more than 3 days sick time concurrently with no notification is automatic grounds for dismissal.

Your final paycheck is included with this letter.

Sincerely,

[Name]

[Title]

[L] Letter of Recommendation-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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, and 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 well versed in all aspects of retail management, and I am sure will make an outstanding Store Manager for you.

Sincerely,

[Name]

[Title]

[L] Letter of Recommendation-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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.

The nature of our industry means that often our customers are frustrated or angry by the time they contact Customer Service. [Name] gave customers support while consistently patient and even-tempered and as a result potentially intense customer issues were often solved in a quick, positive fashion.

I highly recommend [Name] to you.

Sincerely

[Name]

[Title]

[L] Letter of Recommendation-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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 successfully interacts with customers, vendors and co-workers, finding common ground in any situation. I think if you take the opportunity to meet with [Name] your applicant search will come to a positive conclusion.

Please call me if you need more information.

Sincerely,

[Name]

[Title]

[L] Letter of Recommendation-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am writing to recommend [Name]. I have known [Name] through our intern program and relationship with [University/College].

[Name] became involved with [specify] and was responsible for conducting much of the historical research that was needed to authenticate our buildings. In addition to writing much of the final report for the committee, [Name] wrote the scripts that our guides continue to use today, when taking visitors on our historical tour.

I can’t say enough positive things about [Name]. You will not regret a decision to offer [Name] a position in your organization.

Sincerely,

[Name]

[Title]

[L] Letter of Recommendation-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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 for [Name] in the beginning of my career

From the beginning of his/her tenure as our Manager, [Name] worked with us, and quickly determined that we needed to have processes streamlined. Once we had adopted some more efficient ways of doing the daily business, we gained confidence, and went from being the “problem department” to the department that was pointed to with pride.

If you are looking for someone who can combine leadership with mentorship, then [Name] is whom you are seeking. I owe much of my success to the foundation that [Name] provided.

Sincerely,

[Name]

[Title]

[L] Letter of Recommendation-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] asked me to write him a letter of recommendation, and I am happy to do so. I have known [Name] for several years. During the time we worked together, [Name] completed his/her assignments on time, and had a good relationship with peers and management.

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]

[L] Letter of Resignation-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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.

I regret this is necessary, and appreciate the opportunities you have given me.


Sincerely,

[Name]

[Title]

[L] Letter of Resignation-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

Although there is much to say, I believe any further discussion would only cause additional strain, with no positive resolution. To spare us both any more uncomfortable moments, I hope you will accept this resignation, and leave it at that.

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

Sincerely,

[Name]

[Title]

[L] Letter of Resignation-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am writing this letter with great difficulty, but it becomes necessary to resign my position. [Company] has been an outstanding place to work for the past [number] years, and I will leave with sadness and regret.

The changes that have occurred, however, have made it impossible for me to continue my employment. 

I am willing to stay on until you have located a successor, if that is your wish.

Sincerely,

[Name]

[Title]

[L] Letter of Resignation-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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. While I am leaving under some strain, and less than ideal circumstances, I want to say that I appreciate the opportunity to work here, and value what I have learned.

Sincerely,

[Name]

[Title]

[L] Letter of Resignation-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

This is to inform you that I have been given the opportunity to work in the area of my educational background, and I am tendering my resignation from your company, effective [date].

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]

[L] Letter of Resignation-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Please accept this letter as notification of my intent to resign my position, [Title], effective [date].

I appreciate all that you have done for me, and wish you and the Company continued success.

Sincerely,

[Name]

[Title]

[L] Retirement Letter-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

This letter is to officially announce my intent to retire on [date]. 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 appreciate everything you have done for me over the years, and will never forget my time here.

I wish you all success.

Sincerely,

[Name]

[Title]

[L] Retirement Letter-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

After spending the majority of my career in the United States, I am ready to return to my homeland, and enjoy the comfort of my family and friends. I am notifying you of my intent to retire effective [date] and wish to meet with you to discuss my retirement and other benefits.

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

Sincerely,

[Name]

[Title]

[L] Retirement Letter-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

After [number] years of service, [Name] has decided the time has come to retire. The contributions [Name] has made to our company are greatly appreciated, and he/she will be missed.

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]

[L] Retirement Letter-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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.

We plan to have a lunch on [date] to honor the contributions that [Name] has made to our organization over the years. We hope you will join us on [date] and recognize [Name] for a job “Well Done!”

Sincerely,

[Name]

[Title]

[L] Retirement Letter-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

This letter is to inform [Company] of my intent to retire, effective [date]. I wish that I could remain with you for a few more years, but the recent turn of events with my health have made me realize that I need to spend my remaining time with my family.

I wish you all success in the years to come.

Sincerely,

[Name]

[Title]

[L] Retirement Letter-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The time has come for me to retire. This has been a difficult decision for me, because I truly love what I do. My plans after retirement are to travel with my [spouse] and fulfill a long-term dream and go back to school!

I’m willing to continue to work while you make whatever decisions necessary for the next [Title]. 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].

I will speak fondly of my years here, wherever life takes me next.

Sincerely,

[Name]

[Title]

[L] MEMO- Goal Setting, General-Retail




To:


Date:

From:

Subject:

Our 4th quarter “push” is just around the corner, and I would like to have a kick off meeting on Monday, so that we can discuss the goals the main office have sent us for retail sales in the Holiday Season.

I’ll bring bagels and coffee you bring ideas!

[L] MEMO- Goal Setting, General-Hi-Tech



To:


Date:

From:

Subject:

I have been reviewing the telephone logs and call reports for the year to date, and although we are making progress, we still need to work on getting the length of our inbound calls decreased, and our outbound calls increased.

My goal for the next half of the year is to shave 1 hour per week of everyone’s incoming phone time, and add 1 hour per week to our outbound phone time. Please be prepared to participate in mock phone call training at our weekly meeting.

[L] MEMO- Goal Setting, General-Automotive




To:


Date:

From:

Subject:

We have had an increase in scrap parts of 3% over the past quarter. This type of wasted parts causes everyone’s profits to decrease, from piece incentive payments, to bonuses and profit sharing.

We are slowing the production line down, effective immediately, until the scrap percentages drop back to the 1% range. Our goal is to have the line back up to speed within a week.

Please do your part by showing attention to detail in everything you do.

[L] MEMO- Goal Setting, General-Hospitality




To:


Date:

From:

Subject:

We have seen fuel prices drop, and that can only mean one thing for us- that the tourists will soon return to visit the area!

The Corporate Office has challenged us to be at full capacity for the next 3 weekends, with incentives and prizes for the location with the greatest increase in business.

Let’s do everything we can to make this goal, and win the prizes!

[L] MEMO- Goal Setting, General-Service



To:


Date:

From:

Subject:

There has been an increase in the number of customer complaints recently, due to an error in keying orders. I am challenging the sales department and the customer service department to a contest. For the week ending [date] the department with the least number of complaints due to employee error will be treated to lunch, on me. The department that is not the winner, will cover the phones for both departments while the winner dines at the [restaurant].

I invite you to exceed my expectations and meet this goal.

[L] MEMO- Goal Setting, General-Manufacturing




To:


Date:

From:

Subject:

We have been 54 working days without an on-site injury or accident. It’s important that we continue this trend, not only for the safety and health of our employees, but having an accident-free record keeps our insurance rates down, which benefits all of our employees.

Please do your part, to achieve the corporate goal of 100 accident free workdays.

[L] MEMO- Goal Setting, Individual Sales Rep-Retail




To:


Date:

From:

Subject:

Your territory sales have been somewhat flat for the past month, and I’d like you to review your account list, and make sure that you are visiting each of your customers on a regular basis.

Your current goal of [amount] is easily attainable, provided you make your monthly goals. Please let me know if I can assist you in any way.

[L] MEMO- Goal Setting, Individual Sales Rep-Hi-Tech




To:


Date:

From:

Subject:

I will be meeting with each of my sales representatives over the coming month, to review the goals and objectives for the coming year.

Your meeting is scheduled for [date]. Please bring your activity report for this month as well as your sales forecast, so that we can discuss your goal and determine how to proceed in your territory.

[L] MEMO- Goal Setting, Individual Sales Rep-Automotive




To:


Date:

From:

Subject:

Congratulations on meeting your quarterly sales goal for selling new vehicles! Your sales have been consistent, and I am gratified at the feedback I receive from customers regarding your service.

I need to start planning my overall territory goals for the new model year, and I want to meet with each sales representative and get their input. I will be at your dealership on [date], and look forward to meeting with you then.

[L] MEMO- Goal Setting, Individual Sales Rep-Hospitality




To:


Date:

From:

Subject:

We are adding 3 new tours to the New England/Canadian Tour group we currently offer, and each sales rep will be responsible for booking one of the three new tours, in addition to your current sales objectives.

I am open to suggestions as to which tour you would like to work on. Please give me a call so that we can discuss this.

[L] MEMO- Goal Setting, Individual Sales Rep-Service




To:


Date:

From:

Subject:

We are about to enter our busy season, and I want to do everything we can to assure that our regular customers who expect seasonal cleaning and inspection have been provided for by October 1st, so that we can take on any new customers after that date.

Please make your customer list available to me by the end of the week so we can review it. Your goal will be to call each of these and get them into the schedule on a given week, so that the service department can adequately respond to everyone’s needs.

[L] MEMO- Goal Setting, Individual Sales Rep-Manufacturing




To:


Date:

From:

Subject:

This is to follow-up on our meeting today regarding your sales quota. I think that you have been doing an outstanding job servicing our existing customers, but I want to see you concentrate some of your efforts on mining new business.

I will make sure the telemarketing group work on leads in your area, and I want you to have 5 appointments per week, for new customers, in addition to your regular courtesy calls. Please let me know if you need my help.

[L] MEMO- Meeting Schedule Announcement-Retail




To:


Date:

From:

Subject:

This is to confirm that we will be meeting to view the fall fashion line on Tuesday, at 2:00 PM. Buyers should be available at 1:30 to discuss budgets and Store Mangers should be available at 2:30 to discuss window displays with Marketing.

[L] MEMO- Meeting Schedule Announcement-Hi-Tech




To:


Date:

From:

Subject:

The following training will take place next Thursday in the conference room

9:00-10:00
Printer Overview

10:00-11:00
Troubleshooting, Drivers, Error Messages

11:00-12:00
Network Access, Mapping

1:00-2:00
Introduction to PCL

2:00-3:00
Maintenance, fuser and drum replacement

You must sign up for the overview and troubleshooting training modules to participate in the maintenance class.

Please see your manager if you plan to attend

[L] MEMO- Meeting Schedule Announcement-Automotive




To:


Date:

From:

Subject:

Your union representative will be on site Friday, [date] to discuss the pending contract changes. Please sign up in the cafeteria if you would like to meet with your representative one on one. The general meeting will be at 2:30 PM, so that members of both shifts can attend.

[L] MEMO- Meeting Schedule Announcement-Hospitality




To:


Date:

From:

Subject:

The new owners will be on site all next week, and would like to meet with each department individually. We will be posting a schedule on Monday. If the assigned meeting falls within your day off, please see your supervisor, as we would like you to make every effort to attend.

[L] MEMO- Meeting Schedule Announcement-Service




To:


Date:

From:

Subject:

There will be a Quarterly Update Meeting next Monday, to coincide with the new Service Manager’s, [Name] first day.  The agenda will be posted by Wednesday. If you have items for the agenda, please see [Name]

[L] MEMO- Meeting Schedule Announcement-Manufacturing




To:


Date:

From:

Subject:

We are pleased to announce that the packaging and shipping software upgrade is complete, and we will be switching over to the new system next week. We will be working with each department individually over the next several days to train you on the new system. Please see your manager for your schedule.

[L] MEMO- Meeting Agenda
-Retail



To:


Date:

From:

Subject:

The agenda for the monthly meeting will be posted tomorrow. We have the following issues on the agenda currently:

Stock levels

Inventory Overruns

Sales Associate Overrides

Please contact me if there are other issues we should discuss

[L] MEMO- Meeting Agenda-Hi-Tech

To:


Date:

From:

Subject:

We have tabled the agenda for our weekly department meeting so that a representative from Engineering can discuss the new product roll-out.

Items on the agenda for this week will be discussed next week.

[L] MEMO- Meeting Agenda
-Automotive



To:


Date:

From:

Subject:

The agenda for our Union Meeting on Thursday evening is a review and ratification of the new contract. Union Representatives will be on hand for a discussion hour before the meeting, so that you can meet with them and address any contract questions you prefer not to address in open forum.

[L] MEMO- Meeting Agenda-Hospitality




To:


Date:

From:

Subject:

We will have a meeting of the wait staff on Tuesday morning at 11:00 AM to address your concerns about the new dress code. There will be fittings for new uniforms at the close of the meeting.

[L] MEMO- Meeting Agenda
-Manufacturing



To:


Date:

From:

Subject:

There will be a production line meeting on Friday morning, to talk about the new robotic paint system that we will implement 3rd quarter. A representative of the company that will install the robotics will be present as well as your union representatives.

[L] MEMO- Meeting Agenda




To:


Date:

From:

Subject:

[L] MEMO- Meeting Agenda




To:


Date:

From:

Subject:

[L] MEMO- to Rev up the Sales Troops-Retail




To:


Date:

From:

Subject:

You have all done an outstanding job during the past year. Sales are at an all time high, and new customer applications have increased to the point where the credit department is begging for relief!

Don’t give it to them! Keep on selling! Keep on finding new customers! Keep the pressure on, and keep the sales rolling in!

[L] MEMO- to Rev up the Sales Troops-Hi-Tech




To:


Date:

From:

Subject:

We have finally received the new software upgrades we were expecting, and you can start calling your customers and signing them up for the new version of [software]. Please assure your customers that the delay in getting this product to them will be worth it in the end, as the new version exceeds our expectations.

Let’s get everyone signed on to the new system!

[L] MEMO- to Rev up the Sales Troops-Automotive




To:


Date:

From:

Subject:

We are getting the new model of [automobile] on the lot next week. Voted most economical new car by Car USA, this new car is just the thing to counter the argument about gas prices.

I’ve seen how you can sell, and now we’re giving you the tool you need to make the sale in spite of the economy. Let’s see what you can do in a month!

[L] MEMO- to Rev up the Sales Troops-Hospitality




To:


Date:

From:

Subject:

This is the time of year when reservations are at their slowest, and while it’s good to redress the rooms, it’s just as important to keep our hotel to capacity as much as possible.

Hotels that are frequently booked are the ones that people try to get into. Consumers want to stay where it’s hard to get a reservation, because in their mind, it’s a better place to stay than one that has rooms available. It’s not necessarily true, but it’s a retail fact.

Let’s fill the rooms and keep guests wanting more.

[L] MEMO- to Rev up the Sales Troops-Manufacturing




To:


Date:

From:

Subject:

Everyone is to be congratulated on winning the Government Bid! Your hard work and dedication were as responsible as an outstanding product, in making this award possible.

This is the time to take a few minutes, pat yourselves on the back and feel proud at what you have done. After that… it’s time to get back to work!

There are more sales out there, and we can capitalize on this achievement and use it to leverage even more opportunities.

[L] MEMO- to reporting results to the troops-Retail




To:


Date:

From:

Subject:

The Black Friday, and subsequent weekend sales were our best yet! In the 3-day period our store did more business than the entire month of October.

You are to be congratulated on an outstanding show of salesmanship. There are only 23 days until Christmas, let’s take advantage of every one of them!

[L] MEMO- to reporting results to the troops-Hi-Tech




To:


Date:

From:

Subject:

I am sorry to announce that we were not the winner of the bid to replace all computer hardware and software at the University. We provided an outstanding bid, at a competitive price and backed it up with a service plan that covered all of the bid requirements, but we were not the low-bidder.

I do believe that the manner in which we responded will bring more opportunities to us in the future, and I thank you sincerely for your efforts. I am proud of each and every one of you.

[L] MEMO- to reporting results to the troops-Automotive




To:


Date:

From:

Subject:

Our dealership has been awarded the bronze service award by the manufacturer, and a representative of [automobile] will visit us next week to present the award.

The bronze award is a first for us, and is because of the hard work of the sales and service department. We are the only dealership in the State to be recognized, and you should take great pride in our accomplishment.

[L] MEMO- to reporting results to the troops-Hospitality




To:


Date:

From:

Subject:

I am pleased to report that we have sold out for each of our spring flower tours, and we are close to capacity for the London Bridge tour in June.

If you have any customers who are considering a London tour, and are wavering, please let them know there are 4 spaces left.

[L] MEMO- to reporting results to the troops-Service




To:


Date:

From:

Subject:

The search for a new Call Center Manager has been completed, and we are pleased to announce that we have hired [Name].

[Name] comes to us from [Company] where she was the Call Center Manager for 8 years. [Name’s] first day is [date]. Please join me in welcoming her.

[L] MEMO- to reporting results to the troops-Manufacturing




To:


Date:

From:

Subject:

The merger of our plant with the plant in [city] is complete, and we will begin to change the signage, web site, and other marketing collateral to reflect our new company name.

Please continue to assure your customers that in spite of the merger, “business will continue as usual.” More information on this merger will be forthcoming.

[L] MEMO- to reporting results to your boss
-Retail



To:


Date:

From:

Subject:

I wanted to thank you for approving the overtime for inventory purposes. We finished our inventory last evening, and I audited it this morning. The spreadsheet is attached, and I added an extra column that reflects the items that are scheduled to go on sale with the next clearance sale.

[L] MEMO- to reporting results to your boss
-Hi Tech



To:


Date:

From:

Subject:

I am happy to report that we have cleared our backlog of service calls, and technicians are now working on calls that were placed this week.

Thanks for lending us the extra service technician; it really helped us meet your goal.

[L] MEMO- to reporting results to your boss
-Automotive



To:


Date:

From:

Subject:

We have been able to sell 45 out of 50 of the current model year cars on the lot! We also were able to sell 15 of the used cars, giving us plenty of ample space for the new models, scheduled to arrive next week.

The inventory spreadsheet is attached.

[L] MEMO- to reporting results to your boss
-Hospitality



To:


Date:

From:

Subject:

I wanted to update you on the status of the renovations. All rooms on the 2nd floor have been redressed, with new bathroom fixtures and paint. The rooms on the 3rd floor are scheduled to begin renovation next week.

As we discussed, we will hold on the 1st floor rooms until after the holiday, so we can renovate them at the same time we upgrade the restaurant.

Please let me know if you have any questions.

[L] MEMO- to reporting results to your boss
-Service



To:


Date:

From:

Subject:

I have begun interviewing applicants for customer service, to replace [Name]. I received a total of 25 resumes, and of those, I am interviewing 6 applicants.

I expect to begin second round of interviews within 2 weeks, and will have finalists for you to meet the 3rd week of September.

[L] MEMO- to reporting results to your boss
-Manufacturing



To:


Date:

From:

Subject:

The production report for the past month has been completed for 2nd shift, and I am attaching a copy for your reference.

Please note that there are only 2 weeks of data for the injection molding line, as we did not start running 2 shifts on that line until mid-month.

[L] New Policies-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

Effective immediately, all personnel will be allowed to cash in their sick time at the end of the year. Please use common sense when deciding whether to come to work when you are “under the weather”

Sincerely,

[Name]

[Title]

[L] New Policies-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The construction that is ongoing in our community is affected the public parking lots, and effective next week there will only be limited parking available.

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]

[L] New Policies-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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] Children’s Museum.

Since so many of our employee’s have young children, we hope that you will take advantage of this fine establishment.

Sincerely,

[Name]

[Title]

[L] MEMO- New policies-Hospitality



To:


Date:

From:

Subject:

Effective immediately all personnel who work in the kitchen, serving or dishwashing area will be required to wear their hair no longer than collar length. Wait staff may wear their hair up, but it must not touch the collar of your uniform

[L] New Policies- Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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.

Please do not be concerned about cutbacks in employment. We may eliminate some of the benefits we offer, such as free spring water, etc, but positions will not be eliminated.

Sincerely,

[Name]

[Title]

[L] New Policies--Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

Casual Day means that you can wear shirts with open necks, and jeans with a button down shirt, and sneakers. Women may wear chinos or other casual pants, such as Capri’s.

We hope you will enjoy this benefit

Sincerely,

[Name]

[Title]

[L] Promotions-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

I hope that you will enjoy your new responsibilities and the City where you will reside. I lived there for 4-years and thoroughly enjoyed myself there. If you need any input on places to visit, or places you might live, please give me a call.

Sincerely,

[Name]

[Title]

[L] Promotions-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

It was with great pleasure that I read of your promotion to the position of [position] with [Company]. You have always excelled in everything you have done, and I have no doubt that this new opportunity will bring you the same success.

Sincerely,

[Name]

[Title]

[L] Promotions-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations on your well deserved promotion!  On behalf of your co-workers, please accept our sincere congratulations and know that we will miss you, but are excited for the challenges you will meet in your new responsibilities.

Sincerely,

[Name]

[Title]

[L] Promotions-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations on your promotion to Catering Manager! As someone who has enjoyed “the fruits of your labor” I know that you will truly shine in your new position.

I look forward to seeing your new creations, as you continue your career in the Hospitality Industry.

Sincerely,

[Name]

[Title]

[L] Promotions-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations on your promotion from Supervisor to Manager! I know what an accomplishment this is for you, and how long and hard you have worked to come up through the ranks.

Please know that you have my support, and don’t hesitate to call if I can be of assistance.

Sincerely,

[Name]

[Title]

[L] Promotions-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am pleased to announce that we have promotion [Name] to the position of Plant Manager. [Name] has worked for us for 15 year, starting as a production worker on the night shift, and most recently the Assistant Plant Manager.

Please join me in congratulating [Name] on this achievement.

Sincerely,

[Name]

[Title]

[L] Layoffs-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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. The State Unemployment Office will be sending a representative to work with displaced employees. We regret this is necessary, but have no alternative.

Sincerely,

[Name]

[Title]

[L] Layoffs-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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 hold off on any layoffs at this time.

If the economic climate continues its downward trend, we may have to revisit this, but for now, there are no layoffs planned.

Sincerely,

[Name]

[Title]

[L] Layoffs-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

We will be reducing our workforce by eliminating the 3rd shift operations. We will transfer some of our 3rd shift workers based on seniority. Your manager will notify you if you will be impacted by these adjustments.

Sincerely,

[Name]

[Title]

[L] Layoffs-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are concerned at the level of rumors we are hearing regarding our company stability, and are taking this means to address our business plans.

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 hope this information alleviates any concerns you may have.

Sincerely,

[Name]

[Title]

[L] Layoffs-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

You have been employed with us less than 1-year, so as 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 will gladly provide you with a positive reference, and wish you well in future endeavors.

Sincerely,

[Name]

[L] Layoffs-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We had been hoping that during this period of economic depression 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.

Your manager will meet with you this week to discuss a severance plan, which we hope will assist you while you seek employment.

Sincerely,

[Name]

[Title]

[L] MEMO- Retirement-Retail



To:


Date:

From:

Subject:

[Name] has announced her retirement and will be leaving us effective [date]. [Name] has been with us since [year], and has been a senior buyer for the women’s line for the past 15 years.

Please make a point of seeing [Name] and wishing her well.

[L] MEMO- Retirement-Hi-Tech

To:


Date:

From:

Subject:

[Name] has expressed his desire to retire and will soon leave our employ.  When [Name] began his career with us, computers had CRT monitors and mainframes took an entire room!

The advances in technology have been significant in the past 20 years, and through them all, [Name] has kept pace with the changes in the industry. We congratulate [Name] on a job well done, and wish him a retirement filled with happiness and good health.

[L] MEMO- Retirement-Automotive

To:


Date:

From:

Subject:

We are saddened to announce that health issues have forced [Name] to retire earlier than planned, and that her retirement is effective immediately.

Please keep her in your thoughts and prayers in the days ahead.

[L] MEMO- Retirement-Hospitality

To:


Date:

From:

Subject:

In this case, the rumors are true! [Name], who has long been a fixture in our cafeteria, will be retiring at the end of the month.

We will host a lunch in her honor on Friday, and we hope that you will all attend, and say thank you to someone who has given us many years of service.

[L] MEMO- Retirement-Service

To:


Date:

From:

Subject:

The Service Department will say goodbye to one of its own on Friday, with the retirement of long-term employee [Name].

The company will honor [Name] for his years of service, at 10:00 AM in the cafeteria, and we hope you will all attend.

[L] MEMO- Retirement-Manufacturing

To:


Date:

From:

Subject:

Recently our President and Founder [Name] announced his intention to retire, effective the end of the year. We will have information for you in the coming months regarding his successor.

Please feel confident that while we will make changes as a result of [Name] retirement, the Company will continue and there are no plans to eliminate jobs or make drastic changes to our staff or product lines.

[L] External- Policy Changes

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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 alter the manner in which we accept credit card payments.

Effective immediately, any credit card transaction for less than $50.00 will have a 5% surcharge, to offset credit card processing and transactional fees.

Please feel free to call us if you have any questions.

Sincerely,

[Name]

[Title]

[L] External- Policy Changes-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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 we hope that you will give our employee’s time to recover from this tragedy.

We are curtailing all vendor and customer visits until further notice, and will be making changes to the manner in which we clear visitors in the future. We are sure you understand, given the circumstances.

Sincerely,

[Name]

[Title]

[L] External- Policy Changes-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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].

We are pleased to be able to offer this new coverage, with carries all of the benefits of your existing plan, at a significantly lower rate. A representative of the insurance company will be on site next week.

Sincerely,

[Name]

[Title]

[L] External- Policy Changes-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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.

We are taking this opportunity to remind you that while a small expression of gratuity is acceptable, if one of our employees provides exemplary service, that tips and gratuities are not expected, as our employee are on a compensation plan, and not dependent on tips and other forms of compensation.

We appreciate your understanding.

Sincerely,

[Name]

[Title]

[L] External- Policy Changes-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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 terms.  Verbal purchase orders will not be accepted.

Sincerely,

[Name]

[Title]

[L] External- Policy Changes-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Recent current events have caused us to examine our security, and as a result we will no longer allow anyone other than employees to access our facility, beyond the reception area and adjacent conference room.

We appreciate your understanding.

Sincerely,

[Name]

[Title]

[L] External- Promotions-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am pleased to announce that [Name] has been promoted to the position of District Manager. Although this will mean that you won’t see [Name] in the store on a daily basis, he/she will be responsible for all stores in the district.

Please join me in congratulating [Name] on this new role, one that is well-deserved.

Sincerely,

[Name]

[Title]

[L] External- Promotions-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am happy to announce that we have promoted [Name] from his current position of Supervisor, to Technical Products Manager.

In his new role, [Name] will be responsible for all product demonstrations as well as working with our strategic partners on pricing issues.

Please join me in wishing [Name] much success in this new challenge.

Sincerely,

[Name]

[Title]

[L] External- Promotions-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The outstanding sales and service that [Name] has provided customers in the Valley has been instrumental in her new position as Sales Manager for our Central Avenue dealership.

Please stop by the show room and congratulate [Name] on this well deserved recognition.

Sincerely,

[Name]

[Title]

[L] External- Promotions-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The recent promotion of [Name] to Events Manager has provided us with the opportunity to recognize other well deserving people in our employ. [Name] has been promoted to Front Desk Manager, effective immediately.

[Name] has been with us since her graduation from [Name] school of Hotel and Restaurant Management, and we are confident that she will excel in her new role as well.

Please join us in congratulating her.

Sincerely,

[Name]

[Title]

[L] External- Promotions-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am happy to announce that effective immediately, [Name] has accepted the newly created position of Regional Service Manager. In this new role, [Name] will be responsible for all sales and service centers in the Northeast Region.

This is an opportunity to centralize our service efforts, which in turn will serve our customers better. We’ll continue to update you as our services are enhanced.

Sincerely,

[Name]

[Title]

[L] External- Promotions-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am happy to announce that [Name] has been promoted to Senior Engineer, and will be primarily responsible for strengthening our relationships with our vendors in the Pacific Rim.

[Name] will be relocating to Hong Kong after the first of the year, and we wish him well in his new role.

Sincerely,

[Name]

[Title]

[L] External- Layoffs-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The economy is affecting each of us, and with regret, we are announcing that we are closing the South Point Store.

We will incorporate as many of the staff as we can, and we do anticipate some layoffs, but are hopeful they will be minimal.

We will remain open for business, and we hope to see you in our store again soon.

Sincerely,

[Name]

[Title]

[L] External- Layoffs-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We have taken great pride in offering a product that is “Made in the USA” but the competitive pricing from overseas has taken it’s toll, and we regret to announce that we will lay off 1% of our workforce effective December 31st.

This decision was not made lightly or in haste, and we would avoid it if possible. We value each of our employees, and knowing that we will need to let some go is painful for us.

Please let us know if you have any questions regarding this change.

Sincerely,

[Name]

[Title]

[L] External- Layoffs-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The manufacturing philosophy of “Just in Time” provides plants with the ability to keep minimal inventory, and keep overhead expenses in line with what is being currently produced.

The “downside” of Just in Time is that sometimes it causes temporary layoffs, which will be the case in our main plant

We will be reducing our workforce by 30 employees for a period of 6weeks. We fully intend to bring these employee’s back at the end of this period, and we hope that you will continue to work with us while we adjust our schedules based on demand.

Sincerely,

[Name]

[Title]

[L] External- Layoffs-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are entering the time of year when our business takes a natural slow turn, before the tourists return and we are temporarily laying off 4 employees.

We are still open for business, and we hope you will visit us soon.

Sincerely,

[Name]

[Tile]

[L] External- Layoffs-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We regret to inform you that the recent fire, which devastated our warehouse and distribution center, has impacted all parts of our business. As a result we are laying off a portion of our workforce, effective immediately.

We hope to return to our current staffing levels, once the reconstruction is complete.

Sincerely,

[Name]

[Title]

[L] External- Layoffs-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We have been the subject of much discussion in the community recently, and to put any rumors to rest, we are confirming that we did lay off 5% of our workforce last month.

This reduction in workforce was due to the loss of a contract, which went to an overseas supplier. Please know that we are making every effort to recoup that loss and will bring back employees as soon as humanly possible.

Sincerely,

[Name]

[Title]

[L] External- Retirement-Retail 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are letting all our customers know that [Name] has announced her intention to retire at the end of the year.

Those of you who have been customers in our store for the past 40 years know of [Name] and in some cases, she knows your children and grandchildren!

Please try to stop by and wish her well, a hard-working employee who deserves all the accolades we can give her.

Sincerely,

[Name]

[Title]

[L] External- Retirement-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We’d like to take this opportunity to recognize [Name], one of our most dedicated employees. [Name] has been with us since [year], in a variety of roles, and will take on a new role next month, “retired person.”

We can’t thank [Name] enough for years of contributions, and we hope you will take a moment to than [Name] for outstanding service and dedication.

Sincerely,

[Name]

[Title]

[L] External- Retirement-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Please join us on [date] for a retirement dinner honoring [Name]. While the rumor that [Name] has been with us since the Model A is funny, it’s not entirely true (think Edsel).

We want to give [Name] the sendoff that reflects our affection, and our thanks. Please join us!

Sincerely,

[Name]

[Title]

[L] External- Retirement-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The time has come to say goodbye to an old friend. [Name] has made the difficult decision to retire, effective [date], and while we will miss her, we want to honor her for her years of service to us.

Please join us for a luncheon in her honor on [date]. For once, she won’t have to serve!

Sincerely,

[Name]

[Title]

[L] External- Retirement-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We want to thank each of you for your prayers, thoughts and cards during the illness and recovery of our beloved employee [Name]. Although [Name] is on the road to recovery, he/she has made the decision that the time has come to retire.

Please join me in thanking [Name] for a job well done.

Sincerely,

[Name]

[Title]

[L] External- Retirement-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Our President and CEO, [Name] is retiring at the end of the month, and we are pleased to announce that the Senior Vice President, [Name] has been selected to succeed him.

There will be a dinner honoring [Name] and his contributions to his craft on [date]. This black tie dinner will benefit the American Cancer Society, at his request.

We hope you will join us for this special evening.

Sincerely,

[Name]

[Title]

