[Company Letterhead]
March 23, 2020
Applicant Name

Applicant Address

Dear Applicant Name:
As you know, your last day of work with [Company] was on [Date].  You were laid off in response to the COVID-19 crisis and our need to temporarily close our business in accordance with guidance from our industry and public health officials. 

We are doing our best to remain agile in response to the changing landscape surrounding this virus, and we are now extending an offer to bring you back on board. The rate of pay is _____ per _____. We would like you to start work on _______ at _______.  
As this was a small gap in service, your seniority and benefits [NOTE TO MEMBER: CHECK WITH YOUR BENEFITS PROVIDERS] such as time off have not been impacted.  

This is a exempt/non-exempt position.  Paydays are _______ and on a Weekly/Bi-weekly/Semi-monthly basis.  Your supervisor will be [manager name/position title] who is available to respond to any questions you may have about our office’s policies and procedures.  Your initial schedule will be ________ and is subject to change at the discretion of the business.

This offer is conditioned upon your ability to perform the essential functions of this position as determined by your performance, and meeting any educational, technical, and/or experience standards as defined by your job description.  The offer is further conditioned upon your signed acknowledgement of the Employee Handbook, your successful passing of a background check, and your eligibility to work in the U.S. as determined by the requirements of the Immigration Reform and Control Act. 

We hope you find this offer satisfactory and that it is your decision to join Company, again.  As with all of our team members, your employment with us is on an at-will basis and can be terminated at any time with or without notice by you or the company.  If you have any questions, feel free to call me.

Please let us know your decision by Date so we may complete our staffing plans.  We look forward to hearing from you.

Sincerely Yours,
Name
Title
