Reorganization – Encourage Employees to Stay [Replace with company letterhead]
Dear valued employees;
  

The turbulent economy we live in has had a significant impact on all organizations -- and ours is no exception. Due to _________________, [reason for reorganization] we have decided to reorganize _________________ [areas affected by reorganization] along the following lines: 

  

_________________. [Explanation of how the relevant departments will be reorganized] You will be hearing more about this from your manager. 

  

As the old saying goes, "Nothing is quite as sure as change." We realize that change can be stressful due to pushing us out of our current comfort zones.  It is however our belief that our future survival and success as a company will depend on our ability and willingness to make these necessary alterations now. We sincerely appreciate your persistent support and fervently hope you will continue to support us as we strive to meet the challenges set out before us. 

  

In the event that you have any questions or concerns regarding the reorganization and how it might affect you, feel free to speak to your supervisor. 

  

Sincerely, 

  

  

  

_________________ [Title and name]
_________________ [Signature]
