March 23, 2020
Employee Name
Address

City, State Zipcode
Dear First Name:

On March 23, 2020, Governor Whitmer announced the “Stay Home – Stay Safe” Executive Order that all Michigan residents must stay home through April 13, 2020 to slow the spread of COVID-19 unless work is part of the critical infrastructure or performing essential business services. This Order goes into effect on March 24th at 12:01 am and is expected to end on April 13 at midnight.  Because the essential duties of your position are not eligible for telework, we will be placing you on a temporary layoff. The layoff is effective Tuesday, March 24, 2020 at 12:01am through Wednesday, April 13, 2020 at midnight.  

During this specific time of March 24, 2020 through April 13, 2020, you will be eligible for unemployment benefits. You may file for unemployment benefits online at www.michigan.gov/uia or by calling 1-866-500-0017. Our unemployment number is X. 
We anticipate a return to work date for April 14, 2020 based on the expiration of the Stay at Home - Stay Safe Executive Order issued by the State of Michigan. During the temporary layoff you may continue, if previously enrolled, in certain group insurance programs. Our contribution to the cost of group health plans will continue for the duration of this temporary layoff. You will be responsible to make payments for your portion of the group health plan until you return to work or your status changes with us. Payments should be made by check, payable to X.
We appreciate your contributions to our company. We will continue to keep you updated as we navigate through these uncharted waters together. All questions related to this layoff should be directed to NAME & contact Info.
Wishing you and your loved ones’ safety and health during this unusual time.  

Sincerely,
Name
Title
