Cost-Cutting Measures Notification

Date: [Insert Date]
To: [Employee/Department Name]
From: [Your Name/Your Position]
Subject: Notification of Cost-Cutting Measures
Dear [Employee/Department Name],
As part of our ongoing efforts to manage our resources efficiently and ensure the sustainability
of our operations, we have implemented a series of cost-cutting measures. These decisions are
necessary to strengthen our financial position and maintain our commitment to providing quality
Services.
The following cost-cutting measures will be effective immediately:

e Reduction of departmental budgets by [percentage or amount].

o Freezing of new hires until further notice.

« Limiting travel expenses and encouraging virtual meetings.

« Evaluation of current contracts and agreements with vendors for potential renegotiation.
We understand that these changes may pose challenges, and we appreciate your cooperation and
dedication during this time. Our goal is to navigate this phase smoothly while keeping the team

informed and supported.

Should you have any questions or require further clarification, please feel free to reach out to
your supervisor or the HR department.

Thank you for your understanding and commitment.
Sincerely,
[Your Name]

[Your Position]



