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This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Reduction in Force Letter

Date:
To: 	 [Employee Name]

We want to begin by acknowledging the hard work and dedication you’ve brought to your role at [Company Name]. Your contributions have made a meaningful difference, and we are truly grateful.

As you may be aware, [briefly describe reason – e.g., “the ongoing economic downturn” or “a strategic restructuring”] is significantly impacting our company’s financial health. After careful consideration of all options, we have made the very difficult decision to reduce the size of our workforce. This decision is not a reflection of your performance, but a necessary response to the broader challenges we are facing.

We regret to inform you that your position will be eliminated effective [date]. Your last day of work will be at the close of business on that date. This will be a permanent layoff.

To support you during this transition, we are offering the following:

Severance Payments:
· Payment for unused vacation: [ ___ hours at $ ___ per hour = $ ___ ]
· Severance pay: [ weeks at $ ___ per week = $ ___ ]
· Your total severance amount is $ ___, to be paid in equal installments over six months. Your final payment will be issued by [date].
· Please note: Receipt of severance is contingent upon signing a separation agreement, which will be provided to you shortly.

Benefits Continuation:
· You may continue your medical insurance through [COBRA or provider], on a self-paid basis.
· Information regarding your pension, 401(k), and any conversion options for life and long-term disability insurance will be provided by Human Resources.
· You may leave your 401(k) funds in the plan, roll them over, or withdraw them.


Unemployment Benefits:
· You will be eligible to apply for unemployment benefits, and we will report your layoff as due to lack of work caused by operational or financial constraints.

Support Resources:
· Our Employee Assistance Program (EAP) remains available to you for confidential support with emotional, financial, or personal matters at 1-800-______, through [date].
· We’ve arranged for outplacement services to assist you with job searching, résumé writing, and interview preparation. For more information, please contact Human Resources.

We invite you to meet with a member of our HR team to review your benefits, ask questions, and ensure you have everything you need during this transition. Please contact [HR contact name and phone/email] to schedule your meeting.

This news is difficult, and we want to reiterate our sincere appreciation for your contributions to [Company Name]. You have been an important part of our team, and we wish you every success in your next chapter.

If you have any questions or need support, please don’t hesitate to reach out to me or your manager.
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