
Furlough Policy Explanation 

Date: [Insert Date] 

To: [Employee Name] 

From: [Employer/Manager Name] 

Subject: Explanation of Furlough Policy 

Dear [Employee Name], 

We hope this message finds you well. We are writing to provide you with an explanation of our 

furlough policy in light of recent circumstances affecting our organization. 

A furlough is a temporary leave of absence from work, where employees are asked to take time 

off without pay. The decision to implement a furlough may arise from various factors, including 

economic challenges, reduced business activity, or other unforeseen circumstances. 

The key points of our furlough policy are as follows: 

• Duration: Furloughs may last from [start date] to [end date], depending on the situation. 

• Eligibility: All employees are subject to this policy based on departmental needs. 

• Benefits: While on furlough, health benefits will remain active for [duration or specific 

benefits]. 

• Reinstatement: Employees will be welcomed back to their positions once the furlough 

period ends. 

We understand that this may be a difficult time, and we are committed to supporting our 

employees. Should you have any questions or require further clarification regarding this policy, 

please do not hesitate to reach out. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


