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Dear Mr. Peters,

   As you might be aware, our company has met with many difficulties in the wake of the recession. To be blunt with you, the sales have gone into a decline due to the falling demand. The stiff competition from overseas companies as well as the general tightening of the market is the main challenge facing our company. We have tried to take measures to get out of trouble, but all our efforts are in vain. 

   In the circumstances, we have no alternative but to resort to corporation reorganization, hoping to go through the unanticipated difficult time. Thirty employees from different departments will be laid off the day after tomorrow. If things should go from bad to worse, there is likely to be a long lay-off over the winter. 

Yours sincerely,

Tony Nixon
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Dear Mr. Hanson,

   I’m writing to inform you of the bad news that you are going to be dismissed.

   You, along with other 25 workers from different workshop, will be dismissed from the factory next week. We are reluctant to make the difficult decision, but the fact of the matter is that our factory has been unable to employ so many workers. You might be well aware that the manufacturing industry has fallen into a decline for seven consecutive month because of the continuous decrease in demand. We are genuinely sorry for failing to keep all the staff. We have done the best we can, but with little or no effect.

   I hope the dismissal will not cause you too much trouble. May you find a better job somewhere else as soon as possible.
Sincerely yours,

Jorge Kennedy
