
This is a sample letter only. It does not constitute legal advice or guarantee legal compliance. The laws 
and regulations regarding the CARES Act and other COVID-19 related issues are developing rapidly. 
Please work with your attorney if you need legal advice. 
. 

  

[Letter to Recall Employees Not Terminated] 
 

[Company Letterhead] 
 
[Date] 
 
Via E-mail / Overnight Mail / United States Postal Service First Class Mail 
 
Re:  Your Return to Work 
 
Dear Employee: 
 
As you know, [Enter Company Name] (the “Company”) has had to make a number of difficult decisions over the last 
few weeks based on the unforeseen business circumstances caused by the COVID-19 pandemic, which included a 
furlough of your position. 
 
We are pleased to inform you that the purpose of this letter is to notify you that your return to work date is [Date].   
[Modify as appropriate]. Your schedule and compensation have not changed.  
 
Please be advised that the policies, procedures, and agreements that were in place prior to your furlough are still in 
place.  You can read and review all prior written policies, procedures, and agreements upon request. We have also 
attached a copy of our workplace safety procedures and guidelines related to procedures we have put in place to 
address the COVID-19 pandemic. You are expected to review and follow these procedures upon your return. 
 
[Address any benefits issues, if needed, e.g., Your benefits will be restored without condition.] [If applicable: Your 
seniority will not be affected by your layoff period.] Your previously accrued but unused paid sick leave [PTO] will 
also reinstated and available for use as set forth in our policies 
 
Nothing in this letter changes the at-will status of your employment, meaning you are not guaranteed employment 
for any period of time and either the Company or you can end the employment relationship at any time, with or 
without a reason or prior notice.  
 
Please sign the letter the below to confirm that you will return to work as scheduled and return to my attention by 
emailing it to me at [insert email].  If for any reason you are unable to return as scheduled, please contact me within 
(XX) days from the date of this letter.  We look forward to your return to work.   
 

Sincerely, 
 
 
[Company Representative] 

 
  
By signing below, I agree to return to work under the terms set forth above that my employment will be subject 
to the same policies, procedures, and agreements that were in place during my employment prior to my furlough. 
 
 
            
[Insert Name]       Date 


