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Dear Employee, 
 
At [Company Name], we are committed to putting our people first. With COVID-19 officially listed as a pandemic by the World Health Organization (WHO), and with so much yet to understand, we wanted to take a moment to let you know the extraordinary and proactive steps we are taking to ensure our team’s safety. 
  
We have implemented a number of guidelines that will help us reduce exposure to and transmission of a range of illnesses, including novel coronavirus. 
 
We have to inform you that the company has suffered a lot due to huge losses due to the pandemic and the nationwide lockdown.

We are proposing a temporary reduction in ____% (Insert Percentage) of your salary till the business is back to normal in a couple of months.

We are seeking your help and support in these difficult times so that the company survives.

We are hoping that all the employees will understand the situation of the company and cooperate with us.

We request you to kindly fill up and sign the consent form and send it back to the company HR.
 
Sincerely, 
[CEO sign-off]
 
 








EMPLOYEE CONSENT FORM
Name: _________________________________________
Address: ____________________________________________________________________________________________________________________________________________________________
Employee Id: __________________________________
Department: __________________________________
I understand that the company is seeking our help and support in these difficult times due to corona virus, so that the company survives.

I herby voluntary agree for the reduction of my monthly salary by ____% (Insert Percentage) for period of ____ Months.
Date: ____________
Place:____________

Signature



