[Senders Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

[Letter Date]

[Recipients Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

[Subject: Normally bold, summarizes the intention of the letter] -Optional-

Dear [Recipients Name], 

Jack Auto Performance is badly affected by the destabilization of these economic times. Most customers do not have enough money to spend which dictates our own income. 
50 percent of the staff will be laid off at the end of this pay period. 
Mary Jack can assist you with queries regarding the severance package and health plans. We regret taking such actions. However, if the situation normalizes we might re-hire some of you again. Till then we wish you best of luck. 

[bookmark: _GoBack]Sincerely, 

[Senders Name]
[Senders Title] -Optional-
