No Knowledge of Rumours – Offer to Supply Relevant Information [Replace with company letterhead]
Dear _________________ [employees, customers, clients]
  

Several individuals have recently asked me about a rumour that indicates that _________________. At this time, I can neither confirm nor deny the accuracy of this rumour. 

  

If more information develops and I'm able to offer a more substantive response, I will do so. 

  

Sincerely, 

  

  

  

_________________ [Title and name]
_________________ [Signature]
