
Date

[Employee Name]

Home Address 1

Home Address 2

City, State, Zip 

Dear [first name],

This letter is to notify you that the company has made the decision to reduce your responsibilities and role in the organization for [state reason] (i.e.; unsatisfactory job performance and unacceptable conduct.) 

This demotion is effective [state effective date] (i.e.; immediately.)
The purpose for the demotion is [state reason] (i.e.; to reduce risk to the company and to create a greater focus and growth potential for you.)

The demotion is based on [state reason or event(s), which led to demotion] (i.e.; your two recent violations for which you received disciplinary notices. More specifically, your recent actions in dealing with [client or employee name] and the consequences these actions have brought to the company.) 

With your new role and reduced responsibilities comes a change in your compensation. Your base salary will be reduced to $_________ per [weekly, bi-weekly, monthly] pay period. 

Please be aware that should you fail to perform to the standards of the organization and to handle your self professionally and in the best interest of the company in any way again you may be relieved of your duties and dismissed from the company immediately. 

We hope you will embrace your new role and responsibilities and recognize the opportunity you have been given to take greater control over your future with the company.  By narrowing your focus you will be able to gain greater traction and excel in your role.

Sincerely,

[Authorizing Name]

