
Notice of Transitioning Plans Due to 

Company Liquidation 

Date: [Insert Date] 

Dear [Employee/Stakeholder Name], 

We regret to inform you that [Company Name] has made the difficult decision to initiate a 

liquidation process due to [reason for liquidation]. As a result, we are outlining our transitioning 

plans to ensure a smooth process for all involved. 

Key Transition Details: 

• Effective Date of Liquidation: [Insert Date] 

• Employee Transition Support: [Details about support, e.g., severance packages, job 

placement assistance] 

• Final Paycheck Information: [Details related to final payments] 

• Return of Company Property: [Instructions for returning equipment or assets] 

Next Steps: 

Please attend the upcoming meeting scheduled for [Insert Date and Time], where we will provide 

further information and address any questions you may have. 

We understand that this is a challenging time, and we are committed to supporting you during 

this transition. 

Thank you for your dedication and hard work at [Company Name]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Contact Information] 


