Client Notes:

· This letter can be used to respond to an employee’s request to be put on furlough when that response is a denial due to their being no reduction in work.

· The letter should be amended to fit your precise circumstances.

· Please delete these notes before sending the letter.
Private and Confidential

[Title] [First name] [Surname]
Employee's complete address] 

[Current date]
Dear [Enter first name]
Re: Request for furlough
I write further to our discussion on [Enter date] in respect of the current coronavirus outbreak.

I appreciate that many other organisations are facing unprecedented challenges in being able to continue trading, with some having to close down completely. During our discussion, I explained that, while we are facing challenges of our own, we are able to continue trading.

Because of this, I am unable to accept your request to be designated a furloughed worker. There remains work for you to perform and we have not experienced any reduction in the need for this (add if needed — to the extent that we would need to re-consider our position).

At the present time there are no plans to place employees on furlough. We are keeping a close eye on the situation and if our position changes, you will be notified. 

We appreciate that this is a difficult period for everyone and I would like to thank you for your continued loyalty to the business. 

If you have any queries regarding the contents of this letter, please do not hesitate to contact me on [Enter details].
Yours sincerely

[Name]
[Job title] 

