LOGO HERE	
-  -




DATE

Emailed/In Person						PERSONAL & CONFIDENTIAL

Employee Name
Employee Address

Dear Name

Re:	Employment Status – Layoff
[bookmark: _heading=h.d4d03qofc8hl]This letter is to inform you that your employment with COMPANY will be laid off due to a significant downturn in business. This decision was made after careful consideration and is not a reflection of your performance. The lay off of your employment will be effective Date - date, with a possible extension.  

Final Pay During Layoff
Your final pay up to your layoff date will include:
· All regular wages up to and including DATE
· Any accrued and unused vacation pay (if applicable and in line with company policy or provincial law.) This will be issued to you via direct deposit.

Benefits
Your group benefits coverage will be suspended during the layoff period as per the terms of our benefits provider.
· Your benefits will be temporarily suspended as of DATE. You will be provided information about options to maintain coverage or convert to a personal plan directly from our provider, Maximum Benefit.

If you have questions about your benefits or wish to explore continuation options, please contact NAME, Manager at EMAIL

Employment Status
You remain an employee of PartnershipRX during this temporary layoff period. A Record of Employment (ROE) will be submitted to Service Canada indicating “Layoff – Shortage of Work” to support your potential application for Employment Insurance (EI) benefits.
We understand this may be a difficult time, and we appreciate your patience and continued professionalism. We are hopeful that we will be able to welcome you back to work on or before DATE and will keep you updated should anything change.
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