[On Company Letterhead]

[FirstName LastName]
[Work Location City, State]

Dear [employee first name]:

As you know, we have encountered the financial need to shut down our operations for an unknown length of time, due to consequences of the Coronavirus (COVID19) pandemic. We deeply regret the hardship this may cause to you financially and otherwise, and we wish there had been another way to weather this terrible event.
The start date of your furlough from work at [Company] is [day of week], [Month Day]. 
[bookmark: _GoBack]The estimated end date of your furlough is [date at least far enough out to allow an employee to collect Unemployment Insurance in the applicable State], which may be revised to a later date as needed. If so, we will notify you in writing. This said, please wait for confirmation by your manager before returning to work.
[If applicable:] Your health insurance benefits will not be affected unless the furlough lasts beyond [number of days specified in health insurance contract, usually 30 days), in which you will receive information on coverage continuation through [COBRA or applicable mini-COBRA law]. 
Please use the dates in this letter, and the letter itself if requested, to support a claim for unemployment insurance to help carry you through this difficult time financially. You may apply online at [add link to word ‘online’ and spell out here for those who will be reading this letter on paper]. 
We wish you the very best possible health and outcomes for you and your loved-ones, through this difficult time. We look forward to working with you again soon. 

Sincerely,

[Name]
Title, Company


