[Company Name]
[Address, CITY, STATE, Zip]
[Contact]
[Website]
Date:
Re. Declaring Announcement Closure
Dear All,
I am writing to inform you that we have decided to close our business due to financial and operational difficulties in the working environment. There are low capital and no resource availability for the business and thus, we are not in a condition to run the business smoothly. 
We are confronting some serious challenges and business implications due to COVID-19. This pandemic has paralyzed the business world and economy to a greater level. There is no revenue left and it is futile to attempts. Higher potential negative profits are expected, and financial fiscal is getting higher. 
This has affected the production processes and thus consequently, the customer sale has been impacted due to low operational deteriorating.
The board of directors managed to have a meeting and hence decided to shut down the business after reviewing the credit and debit reports of the company. Due to all these business difficulties, our company is not able to comply with federal and state policies of business regulation and does not comply with them. 
We cannot thank you enough for your continuous support and coordination. With deep appreciation, I am closing my letter by advising you to come in and pick up your belongings left for repair or other work. Your work can be transferred to another company on demand.  After that, we will be no longer available at work and would not be able to provide any assistance. Please recover the items and fulfill your queries before 25th November 20XX as after that we will not deal in this regard. You can contact us at [X] or write to us at [X] before the closing date.
Thank you
Regards

James Hill
The Director, Power Gen. Groups
California, USA
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