
On Company letterhead

Date

Employee Name

Employee Address
Dear Employee Name:

Re: Notice of Recall from Temporary Layoff

On Insert date, you were temporarily laid off from your position due to concerns over Coronavirus disease (COVID-19).
This letter serves as an official notice of recall to your position with insert company name. You are expected to return to work on Insert date at Insert time. If this date does not provide you with enough notice, please contact me to make other arrangements.
Your compensation and schedule will remain the same as before your temporary layoff.
Failure to return to work in accordance with this notice of recall will be considered a job abandonment, which is a voluntary resignation.
We look forward to having you back at work.

If you have any questions, please do not hesitate to contact me.

Sincerely,

COMPANY NAME
Company Representative

Title

