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TO:

ALL EMPLOYEES

FROM:
J. DOE, CHIEF FINANCIAL OFFICER

SUBJECT:
COST-SAVING MEASURES

DATE:

11/15/2013

CC: 

GEORGE RODRIGUEZ, HUMAN RESOURCES MANAGER 

______________________________________________________________________________


The economy has affected numerous businesses and people in both a positive and a negative format throughout history. Our organization at the moment is facing a financial crisis with strong decisions to act upon immediately. We are left with no other choice but to eliminate certain employee perks and comforts in order to reduce costs during a time of economic difficulties.


Handling the company’s budget wisely shall sustain all the career’s of our employees and not force us into a final termination. We consider all employees valuable to our business and so ending career’s is not an option for this situation. However, a strategic direction would direct our company to adjust to the unpredictable economy is by cutting expenses for a limited time. The expenses that our company will no longer fund are as followed:


a. Free Staff Lunch. 


b. Personal printed documents will be charged at 15 cents a paper.


c. Office Supplies will no longer be provided.


d. The Self-Service Bar will no longer be available.


Moreover, the elimination of these specific perks is taking place immediately on the 15th day of December, 2013. All employees must respect the company’s decision. Furthermore, we are creating the best of the scenario by modifying not only your environment but everyone’s into a comfortable one until further notice. Again, the termination of your career in our business would not be considered. Therefore, our staff must adjust to the economical change.

Sincerely,

_____________

J. Doe, Office Manager

