
Furlough Arrangement Notification 

Date: [Insert Date] 

Employee Name: [Insert Employee Name] 

Employee ID: [Insert Employee ID] 

Department: [Insert Department] 

Dear [Employee Name], 

We hope this message finds you well. As per our recent discussions regarding the current 

business circumstances, we are writing to formally inform you about your furlough arrangement 

as detailed below: 

Furlough Details: 

• Start Date: [Insert Start Date] 

• Expected End Date: [Insert End Date] 

• Work Status: Unpaid leave 

• Benefits: [Brief description of benefits during furlough] 

Please note that during this furlough period, you are encouraged to: 

• Stay informed about any changes in company policy. 

• Reach out for support or questions as needed. 

If you have any concerns or would like to discuss this further, please do not hesitate to contact 

me directly at [Insert Contact Information]. 

Thank you for your understanding and cooperation during this time. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Company Contact Information] 


