Notification of Factory Shutdown

Date: [Insert Date]

Dear [Employee/Stakeholder Name],

We are writing to inform you that [Company Name] has decided to initiate a temporary
shutdown of our factory located at [Factory Address]. This decision has been made as part of our
operational restructuring efforts aimed at enhancing efficiency and ensuring long-term
sustainability.

The shutdown will commence on [Start Date] and is expected to last until [End Date]. During
this period, we will be undertaking necessary evaluations and modifications to our operational
processes.

We understand that this may impact you, and we want to assure you that we are committed to
minimizing disruptions. We will provide updates on any changes to this plan and keep you
informed throughout the process.

For any questions or concerns, please do not hesitate to contact us at [Contact Information]. We
appreciate your understanding and support during this time of transition.

Thank you for your attention.
Sincerely,

[Your Name]

[Your Position]

[Company Name]

[Contact Information]



