No Knowledge of Rumours – Reliable Source [Replace with company letterhead]
Dear valued _____________ [employees, customers, clients]
  

Rumours have been spreading like wildfire here at _________________ [company name], and everybody seems to operate under the impression that I am the one with the real “inside information”.
  

Sorry, folks, but I know as little as you do. The only benefit that I do have is knowing that these rumours cannot possibly be either confirmed or denied until _________________, therefore I am not wasting any time worrying about situations that might not even exist. 

  

I'd suggest that all of us try to refrain from further speculation until _________________. It would serve us all well to focus on known realities and quit circulating rumours. 

  

Sincerely, 

  

  

  

_________________ [Title and name]
_________________ [Signature]
