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Very Truly Yours,



Via E-mail and Regular US Mail

XX/XX/2020

[EMPLOYEE’S NAME & ADDRESS]

Re: Your Return to Work Schedule

Dear ,
Please be advised, on XX/XX/2020, we will reopen our business.
This letter is also written to offer you your same position and your same rate of pay for your return.

Please call or email our office for your schedule for return to work.

Very Truly Yours,



